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1. INTRODUCTION

Department of Health and Human Services (DHHS) Open Window is a web-based system that captures
and integrates the department’s primary performance management information on DHHS services, the
contracts that support those services and, at a later date, sub-recipient (or “provider” as referred to in the
system and this guide) monitoring. As such, the DHHS Open Window system serves as a primary
management tool for planning, performance evaluation and decision making for the department. This
level of accountability and transparency will help create a more effective and efficient DHHS that works
for the people of North Carolina.

1.1  Organization

This system user guide is organized into the following sections.
Section 1: Introduction
Section 2: Overview of the DHHS Open Window System
Section 3: Getting Started in the DHHS Open Window System
Section 4: Managing Services
Section 5: Managing Contracts
Section 6: Managing Budgets and Expenditures
Section 7: Manage Grants
Appendix A: Abbreviations and Acronyms

Future versions of this manual will address any enhanced/new features that are available at that time.

1.2 Key Terms Used in This Guide

The following are terms used throughout this guide. Familiarize yourself with these terms before
continuing. More information about these terms is provided in the DHHS Open Window System
Navigation and Common System Features sections of this guide.

e System may be used in place of DHHS Open Window system name.

- Home Page is the first page that displays when you log into the system or use the Home
navigation menu option.

- Component refers to specific types of data and related functions available in the DHHS Open
Window system. Examples of components include services and contracts.

= Item/Item Record refers to a specific record defined for a component. Examples of an item
record are an individual service or contract.

= Navigation Menu is the main menu that allows you to navigate to the Home Page and the
individual system components. This main menu displays at the top of the application window
underneath the name of the system.
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Sub-Navigation Menu provides the list of items that can be defined, updated or viewed for each
specific component. The sub-navigation menu displays under the navigation menu once a specific
component has been selected.

Management Page functions as a landing page as it is the first page that displays when you
select a component such as Services from the navigation menu. The Management Page contains
links to all the items available via the sub-navigation menu for the selected component.

List Page lists all the items in the system for the particular component selected. Alternatively, the
List Page can be used to search for a specific item or group of items. An example of a List Page is
the Service List Page.

Function Column displays on the left side a list of items on a List Page or a list of sub-items on a
Details Page. The function column provides a number of links to specific functions that can be
performed on a specific item or sub-item. Specific functions available vary by permissions
assigned to you and the availability of the particular record in the system, and include one or
more of the following options: Edit, Delete, Reports, PDF and Notes. Clicking the Edit link in
the function column results in the display of the Details Page for the selected item or sub-item.

Details Page lists all the data entry fields that are required and optional for the item or sub-item
that is being added to the system or edited/viewed.

Jump List is a shortcut that displays at the top of the Details page and allows you to navigate
quickly to another record for the same type of data without having to use the Search sub-
navigation option. For example, if you are viewing the Service Details Page for a particular
service record, you can quickly display another service record for your division/section by
selecting it from the Service Jump List.

Sub-item/Sub-item Record refers to the additional data that can be defined for a specific item.
For example, a legal authority sub-item record can be defined for a service record.

Sub-item List displays at the bottom of a sub-item Details Page and functions like the List Page
in that it displays all the sub-items entered in the system for the particular item and allows
functions such as View or Edit to be selected for each sub-item record.

Add Page allows for a new item to be defined for a specific component. An example of an Add
Page is the Add Service Details Page.

Page Title is located at the top left of the screen underneath the sub-navigation menu when the
Details Page for a specific item or sub-item is displayed for editing an existing item. The Page
Title indicates when an item is being edited, the name of the specific component record that is
being edited, and if a sub-item is being added or edited, provides a link back to the item for which
the sub-item is being defined.

Inverted Tab is a heading that can be collapsed and expanded as needed to hide or review a set
of fields on the Details Page for the item being added, edited or viewed. This feature allows you
to scroll quickly to other sections on the Details Page.

Cascading Drop-Down List refers to two or more drop-down lists where the value selected in
the first drop-down list determines what is available for selection in the second, and so on. If a
selection has not been made for the first drop-down list, then data cannot be selected in the next
drop-down list(s).

Sub-List refers to a list of multiple sets of one or more fields that can be defined for a particular
item or sub-item. For example, you can define more than one set of contact information for a
service, and each set of information entered will contain, at a minimum, a name, telephone
number and telephone number type such as fax or main.

Mini Pick List refers to a drop-down list that allows for multiple selections to be made for the
field being defined for the item or sub-item record. To use the mini pick list, select a value, and
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then click the Add button. The value selected then displays to the right or below the mini pick
list. You can then select additional values one at a time as necessary for the same field.

< Popup Window refers to a second window that the system opens so that it floats over the current
page being displayed in the browser window. Popup windows are mostly used to perform a lookup
for some item such as a provider.

1.3 Document Conventions

Throughout this document you will see text in different formats, which are described in the following
table.

Format or Style Description

Boldface text Indicates an action you must take in the DHHS Open Window system
such as clicking a button or selecting a value from a drop-down list or a
menu. For example: Click the Search button.

[Key] Indicates a keyboard key to press. For example: Press [Enter].
hyperlinks A link to either a website or another part of this system user guide.
* Indicates a Required Field that must be entered before a new item or

sub-item record can be defined in the system.

In addition to text formats, specially formatted boxes are used to highlight notes. An example of this
format is provided below.

NOTE:

DHHS Open Window System Guide v5.doc Page 7 of 167



System Navigation Guide DHHS Open Window System

2. OVERVIEW OF THE DHHS OPEN
WINDOW SYSTEM

2.1  Overview of System Functionality

Currently, the DHHS Open Window system allows you to perform the following functions:
< Add and maintain data concerning DHHS services, grants, budgets and expenditures.
< Add, maintain and manage contracts for associated services and divisions.
< Manage a division’s funding sources.

< Generate reports on services, contracts, procurement documents, budget and providers.

2.2 Internet Browser Requirements

To access the DHHS Open Windows system, you must use either:
= Internet Explorer version 6 or higher or

« Firefox version 3.0 or higher.

2.3 DHHS Open Window System Navigation

This section describes how to navigate within the DHHS Open Window system.

NOTE:

The examples and illustrations provided in the following subsections depict the most
complete level of access in the system. Options available to you may vary depending on
the access you have been granted in the system.

2.3.1 Home Page

The first page that displays after logging into the DHHS Open Window system is the Home Page (for
more information about logging into the system, see Accessing the System). Note that the name of the
system displays in the top left corner of the screen, followed by navigation menu options and any
announcements concerning the system.

DHHS Open Window System Guide v5.doc Page 8 of 167



System Navigation Guide

DHHS Open Window System

Joyce Younq | Logout

System Name

NC DHHS Open Window

Openness, Transparency and Performance Management

Rel Information

Help\Training Information

—Release 2.2.5.06212011 Change Notes

» Provider Budget - Fixed bug where provider budget could not be
entered for an amendment

Frovider Budget - Fixed bug where the fringe amount was not
displaying on the top level provider budget entry
Contract’amendment Budget - Fixed a bug in regards to display
issues for listing of all funding

Contract/Amendment Budget - Added back the categoryfunding
linking screen to relink import data as needed

Contract - Fixed a bug where the amendment amount was not
showing on the main detail screen atthe contract level

In Progress - Fixing an issue with the provider budget screen does
not “retain” the value entered as you “add” new line items. Work
around is to add all line items first, then key the amounts.

In Progress - Detail worksheet at the Provider Budget level - Cost
Fer Senice line item

—Release 2.2.0.06162011 Change Notes

o FAQ and Wehbinars - The Help Sections are now listed on the Main
Fage

+ Reporing issues - How to report issues is now listed on the login

Reporting Issues. Suggest Enhancements or Provide
Eeedback

Flease do not call the project team with a direct question. Utilize the
Support Email, so items can be routed appropriately and to assistin
building the FAQ area

To reportissues, suggest enhancements or to provide feedback in
regards to Open Window, please email Spen Window Support

Webinars

The wehinars area allows you to view webinars that were recorded live
as well as webinars that were recorded for general training.

Yisitthe Open Window Webinar Center

EAQs

The FAQS area allows you to look at commaonly asked questions and to
see the answer(s) that was provided for the question.

Yisitthe Open Window FAG Center

You can navigate to any component in the system, including the public website for the DHHS Open

Window system, by using the navigation menu.

2.3.2 Navigation Menu

The navigation menu enables you to access the specific components to add or maintain data in the system
for services, contracts, etc. A navigation menu option is also available for returning to the Home Page,
generating reports, performing administrative tasks as permitted, navigating to items assigned to you or

Openness,

I
pubte | Home | Oapartment | iwision | Saraces | Geatracts | Gramts | Reports | mMyitems | Search | admin

waiting for your action, and conducting a general search for specific records.

NC. DHUS Onon Window

Mavigabion e

formance Management

The DHHS Open Window system has the following navigation menu options. Your ability to navigate to
any of these components and view or edit data on specific pages depends upon the access you have been

granted in the system.

< Public — Displays the public website for the DHHS Open Window system.

« Home — Displays the system Home Page.

« Department — This component is not used at this time.

« Division — Captures and displays division-level information.

= Services— This component is used to define, maintain and/or view data on services provided by

DHHS.

« Contracts — This component is used to define, maintain and/or view RFAs, RFQs and RFPs;
contracts and amendments; and contract and amendment documents.

DHHS Open Window System Guide v5.doc

Page 9 of 167




System Navigation Guide DHHS Open Window System

Reports — This component is used to generate reports from the system.

My Items — This component allows you to quickly navigate to records you have opened for
editing (also called checked out or locked) in the system, contracts to which you are assigned as
the Contract Administrator or Contract Manager, contracts coming up for renewal, and any
pending workflow actions.

Search — This component is used to search all data in the system.

Admin — This component is used to define, maintain and/or view system-level data.

2.3.3 Management Page

The Management Page displays once you select the Services, Contracts or Grants navigation menu
option. The Management Page serves as a table of contents to the sub-navigation menu options available
for the selected component.

I Fubic | Home | Department | Division | Services | Contracts | Grants | Reporis | Myltems | Search | Admin |

| Services By Division | | Service List| | Add Service |

c Sub-navigation I
Welcome to the Service Management Page E LeneEen e ]

What would you like to do? Sub-navigation lMenu Options

View Current Services

By clicking the Yiew Current Services link you will be going to thewhere all Services in the system are listed. From the list page you can view existing items or edit
existing items.

View Current Services by Division

By clicking the ¥iew Current Services by Division link you will be going to the page where all Services in the system are listed by the selected Division. From the list page
you can view existing items or edit existing items

Add a new Service

By clicking the Add a new Senice link you will be going to the page where you can add a new Senvice into the system. To manage Services, go to the View Current
Services list and choose the Service you wantto manage.

2.3.4  Sub-Navigation Menu

The specific sub-navigation menu options that display depend on the navigation menu selected and your
level of access to the system. Two common sub-navigation menu options are List and Add (for example,
Service List and Add Service in the Service component).
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I Fubiic | Home | Department | Division | Services | Contracts | Grants | Reports | Myltems | Search | Admin [N

| Services By Division | | Service List| | Add Service ‘

E Sub-navigation I
Welcome to the Service Management Page E LR e ]

What would you like to do?

Sub-navigation Menu Options

View Current Services

By clicking the View Current Services link you will be going to the o where all Services in the system are listed. From the list page you can view existing items or edit
existing items

View Current Services by Division
By clicking the View Current Services by Division link you will be going to the page where all Services in the system are listed by the selected Division. From the list page
you can view existing items or edit existing items.

Add a new Service
By clicking the Add a new Service link you will be going to the page where you can add a new Service inta the system. Te manage Services, go to the View Current
Senices list and choose the Service you wantto manage.

The DHHS Open Window system has the following sub-navigation menu options. Your ability to navigate
to any of these components and view or edit data on specific pages depends upon the access you have
been granted in the system.

e Public — The public website for the DHHS Open Window system has different navigation
features than when you log in to use the system.

« Department Component Sub-navigation Menu Options — This component is not used at this time.
= Division Component Sub-navigation Menu Options — This component is not used at this time.

« Services Sub-navigation Menu Options

%  Services by Division — This sub-navigation menu option is used to search for specific
services by selecting a division. You can then view and/or maintain service data.

% Service List — This sub-navigation menu option is used to search for and view and/or
maintain service data.

% Add Service — This sub-navigation menu option is used to define a new service in the system.
This sub-navigation menu option is available to a limited number of users.
< Contracts Sub-navigation Menu Options

% Contract List — This sub-navigation menu option is used to search for and maintain and/or
view contract and amendment data.

% Add Contract — This sub-navigation menu option is used to define a new contract in the
system.

% RFA List — This sub-navigation menu option is used to search for and maintain and/or view
Request for Approval data.

% Add RFA- This sub-navigation menu option is used to define a new RFA in the system.

% RFP List — This sub-navigation menu option is used to search for and maintain and/or view
Request for Proposal data.

% Add RFP- This sub-navigation menu option is used to define a new RFP in the system.

¥ RFQ List— This sub-navigation menu option is used to search for and maintain and/or view
Request for Quote data.

% Add RFQ- This sub-navigation menu option is used to define a new RFQ in the system.
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« Grants Sub-navigation Menu Options

% Grant List — This sub-navigation menu option is used to search for and maintain and/or view
grant data.

¥ Add Grant — This sub-navigation menu option is used to define a new grant in the system.

< My Items — This component does not have any sub-navigation menu options.

< Reports — This component does not have any sub-navigation menu options, although it does
display links to the various reports that are available in the system.

« Search — This component does not have any sub-navigation menu options.

< Admin - The sub-navigation menu options for this component will be discussed in a future
administrative guide.

2.3.5 List Page

A List Page showing the list of the primary items saved in the system for that component displays once a
List option such as Service List has been selected from the sub-navigation menu. The List Page also
allows you to search for particular items and then select specific functions to be performed for the
selected item. Specifically, the List Page allows you to perform the following functions:

e Search

e Sort Search Results Displayed

= Rearrange List Columns

=  Group Items by Column Header

= Page Through Items on a List Page

= Select a Function To Be Performed for a Specific Item

= Navigate to Additional Data and/or External Websites

Services By Division | | Service Lis:| | Add Service |

Type search details here [T Advanced Search B

Search Results for Services

Page 1 of 27 (270 items) [11 2 3 4 56 7F 25 26 27 3]
ezt Available
By ¥ | Program Name A Service Name Service Description Division Name Web Link Active | State
Wide
This service strives o
reduce the impact of
. . asthrma upon state 2 v v
Access, Qutreach i fl https:/fwww.asthma.n
ccess, Qutreac Asthma residents by: Collecting Division of Public Heafth ttps://www.asthma.n..., Yes Yes
and maintaining data on
asthma statewide. ...
The Enforcing Underage
Drinking Laws {EDL) Division of Mental
- service supports efforts  Health, Developmental
Access, Qutreach g?irniri;mgL;l‘l?Eerage by cormmunities to Disabiities and Yes Yes
U prevent the sale of Substance Abuse

alcohol to minors (under = Services
age 21) and to pr...

The CARE-LINE
Information and Referral
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2.3.6 Item Details Page

Once you select either an Add sub-navigation menu option such as Add Service, or select an item from

the List Page for editing, the Details Page for that item displays. The illustration below provides an
example of the add function for a new service record.

| Services By Division ‘ | Service List| | Add Service |
Service Details Page
senditure  Performance  Income Eligibility Population  Providers  Associate Contracts

seneral Communicable Diseases Contro ® Save
m |Choose Selection j * ﬂ

New

® Bix x| EEEE&FE = - ’ Request

Review
[Normal [v] [ rl M[Fontsee)[v]| B 7 U & |= = = =%~ A~ -

Service Description
Type Area Served Here =l

NOTE:

In the example above, you can tell that you are adding a new item because no Page
Title displays at the top of the Details Page.

The illustration below provides an example of the Edit function for an RFA item. In this example, the
Page Title indicates that you are editing an RFA for the Adolescent Pregnancy Prevention Program.

Editing RFA: Adolescent Pregnancy Prevention Program
Modified By: Jeneen Preciose, Modifi ate: 6/27/2011

Budget Evalustions Contra
* |Adn\escem Fregnancy Prevention Program “ Save

The Adolescent Pregnancy Prevention Program (APPP} invests in the future of Morth Carolina by ensuring that = &
'young people across the state have the tools to make healthy. responsible decisions. It provides essential Check In
education. supports academic achievement. encourages parent/teen communication. promotes responsible T
citizenship. and builds the self confidence of its participants

| Reset
IChuuse Selection

j* Create
Contract
Awarded -

Check
Link e Spelling
|11;15;201g = 01/07/2011

Page Title

10012010 2+

Only primary adolescent pregnancy prevention strategies will be accepted. Agencies interested in secondary fl
prevention {i.e.. preventing repeat teen pregnancies) should apply for an Adolescent Parenting Program grant.

How To Apply

Applicants shall utilize a program model that has been shown to be effective at delaying sexual inttiation.
improving contraceptive use. and/or reducing adolescent pregnancy. In addition. applicants are mandated to -|*
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NOTE:

To avoid losing data, save your data before navigating away from the Details Page to a
sub-item or other page.

The Service Details Page also contains a Jump List that displays above the Page Title so you can quickly
navigate to the Details Page for another service managed by your division/section.

[ services By Division| [ service List| [Acd service |

Viewing Service: Asthn
odified By: Pete Newto
Legal Autharity Budget &

Service Jump List

Service Jump List |Asthma

iss, Outreach

Bme Eligibility  Population

Providers Associate Contracts

j View Senvice |

- * = Submit
IChoose Selection j Budget Code hoose Selection g -
Check Out

2.3.7 Sub-items Links and Details Page

Sub-items are sub-records that can be defined for and/or associated with a specific item record. The type
of sub-items available depends on type of item being defined or edited. Sub-items must be entered into
the system before submitting the item record for publishing on the public website. The links to the sub-
items are found at the top of the Details Page for the item, below the Page Title and the last Modified By
and Modified Date information.

| Services By Dwision| | Service Lisl| |F\clcl Service |

Service Jump L\stl.ﬂ\sthma

j View Senice

Viewing Service: Asthma - Program: Access, Qutreach
odified By: Pete Newton, Modified Date: 1/13/2011
Budaet & Expenditure  Performance

Legal Authority

Providers Associate Contracts

Income Eligibility  Population
-

Sub-itemn Links Check Out
. |
Mew
I xx FEE= @68 YO : Reset
- o Request
Mormal Arial 2 (10pt) B I US| = === |%- A - Review
This senice strives to reduce the impact of asthma upon state residents by: -
Service Descriptio ) - ) Check
Asd Lons e + Collecting and maintaining data on asthma statewide. :\|1=II1|"\
+ Putting a state asthma plan into action to include all age groups. ethnic groups. backgrounds and settings =HeTg
« [laking the general public more aware of asthma and how to prevent and control it.
« Advocating for policies such as smoke-free restaurants and state vehicles.
+ Providing technical assistance and resources {funding and materials) to local asthma groups. also providing
leadershin and administration for the stalewide asthma coalition. the Asthma Alliance of Marth Carolina. =

Once a sub-item link is selected, the Details Page for that sub-item displays. In some cases, you will find a
sub-item list at the bottom of the Details Page for the sub-item. This list allows for the selection, viewing,
editing and/or deletion of previously entered sub-items for the item record. Some sub-items contain more
one page that you can navigate between using the tabs at the top of the page, or the Previous Tab and Next
Tab buttons at the bottom of the page.
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Editing Budgets for Contract: 00023556 Psychiatric Services Check In |

Wodified By: . Modified Date:
Worksheets Budget Performance Counties Amendments Attachments .

Budget Summary | Category/Funding Linking Toocl | Budaet | All Funding Sources || Activities:

Submit |

Funding Configuration Save Mew
ding by Fiscal Year j = This selection is used to determine the entry of funding data, either by Budget Year (prorated for Update
report g by fiscal year) or by Fiscal Year. This choice has to be made prior to entering funding data. Resel
- e Enter details for a
... new sub-item here
e ST IChuose SRR J Set Status |Th|s selection is used by budget officers to denote funds status
and to assist with the approval routing system.

CEE l— l— B i

0 0 0

Page 1 of 1 (1 items) [1]

Category Service Name Modified By Modified

Edit

Delete State Contracted Services Caswel Center jne 11 02/23/2011
) Tab Mavigation Buttons

Page 1 of 1 (1 tems) [1]

Previous Tab IMext Tab |

Once data entry is complete for the sub-item, you can navigate back to the item record by clicking the link
back to the original record, which is the first set of blue underlined text that displays in the Page Title. In
the following example, clicking the words “00023556 Psychiatric Services” in the Page Title will

navigate you back to the Details Page for the Psychiatric Services contract.

Editing Budgets for Contract: 00023556 Psychiatric Services
Modified By: . Modified Date:

WWorksheets Budaet Performance

Check In

Link back to item record

Budget Summary || Category/Fundin Sources | Activities

Funding Configuration

|_ Fiscal Year j = This selection is used to determine the entry of funding data, either by Budget Year (prorated for
reportmg by ﬂscal year) or by Fiscal Year. This choice has to be made prior to entering funding data.

2.4 Common System Features

There are some common function features that are consistent throughout the DHHS Open Window
system. These features are presented in accordance with the areas in which they are found in the system
such as on the List Page, Details Page, etc.

2.4.1 List Page Common Features

Each List Page in the system contains the following features, although access to all features depends on
the level of access you have in the system. More information about each of these features is presented in
the following subsections.
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e Search (Basic and Advanced)

 Export items to Microsoft Excel

= Sort or group list of items displayed

= Rearrange list columns

=  Group items by column header

= Page through search results/items on a List Page

= Select functions to be performed for an item

« Use links to navigate to other data in the system or external websites

[Contract List|[ Add Contract |[ RFA List |[ Add RFA |[ RFP List |[ Add RFP |[ RFa List|[ Add RFa
Type search details here I Advanced Search |
|-I'-.-1-,- Contracts |_Pending Renewals M Limitte Three Ve Eeche Searal
asic oearc Advanced Search
Search Results for Contracts
Page 1 of 9 (87 items) [11 2 2 45 68 7 8 18/[7
a column header hera to aroun hy thee@eBliur Column Headings
| Page through Search Results '
Locked Contract S . Start
By Contract Title Number Division Providers Date End Date | Total Amount | Status Amendments
Division of
Computer o S— '
Systams Anzlysis 00024004 glrfo'mﬁm‘ (‘:é‘cli““ Mehta ! | ga5/2010 08/24/2011  $156,000.00  Executed i
SEES Management
st s
00015888 Resm”cé Netwark 05/30/2008 05/31/2011 $271,810.00 Executed o
Senvice TEETIE: Servicas, LLC
Link to Other Data
Desktop EE';:%%%H Steve Hook /
Support 00021261 TremsITis Segulz 04/17/2009| 03/31/2010 $50,600.00  Closed 1
Services Management Technologies
2.4.1.1 Search

1) To conduct a basic search, enter the search criterion for the item(s) you wish to find in the text
field to the left of the Search button (below the sub-navigation menu), and click the Search
button. The system searches for the records based on the criteria entered and returns all matching

results in the Search Results list.
2)

To conduct an advanced search where you specify the search criteria by specific fields such as
Division Name, Service, etc., click the Advanced checkbox.

Type search details here

¥ Advanced __ Search |

j |Comains

Where the | (Pick Property)

=l

Iﬁ.ndj Add Property...

3)

To enter the advanced search criteria, select the appropriate Property (choices available varies

depending on the component in which the search is being conducted), Operator (Contains, Does
Not Contain, Equals or Does Not Equal) and the value to be searched. More than one search
criterion can be entered by selecting either And or Or from the last checkbox on the criteria row,

DHHS Open Window System Guide v5.doc
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4)

then click the Add Property text that displays in green font. Select “And” if the results must
match all search criteria. Select “Or” if the results can match any, but at least one, of the search

criteria.

Type search details here ¥ Advanced Search | P
Where the IDi\;isiDn Mame j ICDntains j IHeaIth I;’-‘Andj
|Sewice j |Contains j |f’-‘~.sthma |f’-‘~.ndj Add Property... Remave Property...

If more than one row of advanced search criteria has been added, you can remove rows of criteria
one a time starting with the bottom row. To remove the last criteria row, click the Remove
Property text that displays in red font.

Once all advanced search criteria is entered, click the Search button. The search results display at
the bottom of the List Page.

2.4.1.2 Export Items to a Microsoft Excel File
From any List Page you can choose to export all data for the component to a Microsoft Excel file.
1) To export the data in the system for the type of record you are viewing on the List Page (on the

Services List Page or Contracts List Page, for example), click the ~ icon that displays to the
right of the Search button. The data displayed in the Microsoft Excel file will be more than what

is displayed on the List Page.
Services By Di\'iswon| | Service List‘ ‘ Add Service ‘
Search |

g e o " Advanced

Search Results for Services

Page 1 of 27 (270 items) [11 2 3 4 5 6 7 .. 25 26 27 (3]
TR Available|
By | Program Hame A | Service Hame Service Description Division Hame Web Link Active | State
Wide
This service strives to
. reduce the impact of
anore || Arrecs P — . asthrma upon state y 3 O ethra - .
EEF t Access, Outreac Asthrma rasidents by: Colacting Division of Public Health ttps:f/www.asthma.n...,  Yes Yes
=0 and maintaining data on

asthma statewide. ...

2) To save the Microsoft Excel file, click the Save radio button in the File Download dialog box that

displays.
=

Do you want to open or save this file?

Ig MName: Serviceslist.xls
H

Type: Microsoft Excel Worksheet, 710KE
From: uatopenwindow.dhhs.state.nc.us

COpen Save I Cancel I

ham your c:on'lputer I you do not trust the source, do not open or

| 2] While files from the Intemet can be useful, some files can potertially
save this fils. | 3 the risk

DHHS Open Window System Guide v5.doc Page 17 of 167



System Navigation Guide DHHS Open Window System

3) Inthe Save As dialog box, navigate to the location on your computer or network where you wish
for the file to be saved, revise the name of the file as necessary in the File Name field, and click
the Save button.

Soveas E
Savein I 3 My Computer j Q ? * [

;*gFlle_Share on 'SMB Server {10,55.6.29]" {x:)
| DVD-RAM Drive (D1}

%‘gSys on 'Had0moo1' (F:)

[5¥ Public on 'Ha00f001\Sys' (Z:)

5e8 C drive (C:)

=_ﬁ;ﬁpps on ‘Had0moo1\Apps' (1)

1% Department on 'Ha00fMm001'Dix’ (G:)

5% Tyoung on 'Hal0fmO01\Dirm\Home Users' (H:)
(59 Share on 'Ha00mO0 1\Dirm' (0:)

=:"gPpsgf.Etc on 'Ha00fm001'\pirm\Share’ (P:)

5% jyoung on 'Samba Server Version 3.0.33-0, 18.14_8 (207.4.124.10) (W)
|- T)shared Documents

File name ISErwces List xds j Save I
Save as type: Il'v1icrnsnﬂ Excel Worksheet j Cancel |

]

4) To open the MS Excel file immediately, click the Open button in the File Download dialog box.
The MS Excel file displays. Review the data and use the menu options in MS Excel to save the
file as necessary.

2.4.1.3 Sort Search Results Displayed

1) To sort the items that are displayed on the List Page, click the arrow that displays to the right of
the column header to be used for sorting.

Type search details here I™ Advanced __ Search i
™ My Contracts I~ Pending Renewals ¥ Limitto Three Years [ Limit to My Division
Search Results for Contracts
Page 1 of 578 (5772 items) [1] 2 3 4 5 6 7 .. 576 5727 578 (3]
Locked Contract Contract S = Total
By Title Nomber @m Providers Start Date | End Date TTRRIE Status ‘ Amendments
Siees ooozs47z | Dveon of UNC-CH 08/10/2011 | 05/31/2012 $0.00 Void 0
Surveilance Public Health e S : =
NC Child L
. University of
Kathy Welfare Division of
beped e 00025470 ¢ ERe ECI at Chapel  07/01/2011  06/30/2012 Draft ]
Collaborative

2) Repeated clicking of the arrow switches the sorting alphabetically from ascending (up arrow) to
descending (down arrow) order.

2.4.1.4 Rearrange List Columns

You can rearrange the order in which the columns are listed for the items displayed on the List Page by
dragging and dropping the column header to a new location on the column header row. The illustration
below shows the default arrangement for the list columns.
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™ Wy Contracts [~ Pending Renewals ™ Limitto Three Years [ Limit to My Division
Search Results for Contracts
Page 1 0f 582 (5814 ftems) (</[1]1 2 3 4 3 B Z 580 581 582 (3]
Locked Contract Contract 2o 3 Total
By 7| Titla Himbor Division Providers Start Date | End Date ATRONT Status Amendments
Division af
Mental Health, N
e » ' East Carolina
Eif!;‘gg”c 00023556 gzazlﬂ'ﬂ‘;‘:ﬁ” Psychiatric 07/01/2010  06/30/2012  $120,000.00 Executed 1
ervice tie 3
Substance Consultants
Abuse Services
Community Division of
Rehabilitation = Vocational = (o = .
273 15/ 130/ t
TR 00023731 PRl Lfespan 08/15/2010  06/30/2011 £100,000.00 Executed 0
ARRA Services
Community Division af Goodwil
Rehabilitation - Vocational Industries of ey jan ] R
27 115/ 30/ t
Program - 00023714 Rehabiltation Northwest NC, 08/15/2010 08/30/2011 $100,000.00  Executed o
ARRA Services Inc.
In the illustration below, Division has been moved so that is the column on the left.
I My Contracts [ Pending Renewals ¥ Limitto Three Years [ Limit to by Division
Search Results for Contracts
Page 1 of 582 (5814 ftams) [11 2 3 4 58 2 580 581 582 [3)
L Locked Contract Contract 5 Total
Division By V| Title Number Providers Start Date | End Date o Status Amendments
Division of
Mental Health
0 e East Carolina
e yehiatr i1 S
g;gﬁ!ﬂ'ﬂ‘;‘l‘j' Ejlf!‘c'j;”c 00023556 | Psychiatric 07/01/2010  06/30/2012  $120,000.00 Executed 1
ShEarres Consuftants
Abuse Services
Division of Community
Vocational Rehabilitation m z G e .
Rehabifitation Prograr - 00023731  Lifespan 08/15/2010 09/30/2011 £100,000.00 Bxecuted o
Services ARRA
Division of Community Goodwil
Vocational Rehabilitation - Industries of o 1200 R
e b Prisrre 00023714 | ol B | 08/15/2010  09/30/2011 £100,000.00  Executed 0
Senvices ARRA Tnc.

NOTE:

When moving columns, click and hold the gray area in the column header, not the text
of the column heading, and drag the column header to a new location in the list.

24.1.5

Group Items by Column Header

You can group the listed items/search results by dragging the gray area of a column header to the area
labeled “Drag a column header here to group by that column” that displays below the list of search result
pages and above the column header row.

DHHS Open Window System Guide v5.doc
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™ Wy Contracts ™ Pending Renewals M Limitto Three Years [ Limitto My Division
Search Results for Contracts
Page 1 of 582 (5814 items) [1]1 2 2 4 5 6 7 . 580 581 582 [3]
Locked Contract Contract 2o 3 Total
By 7| Title e Division Providers Start Date | End Date O Status Amendments
Division of
Mental Health :
lp e ) " | East Carolina

gi‘cl‘c'i? = 00023556 g;azlﬁrﬂ‘;‘;'ﬁ' Paychiatric 07/01/2010  06/30/2012 | $120,000.00  Exscuted 1
Sl Consultants
Abuse Services

Cormmunity Division of

Rehabilitation . Vocational . — - _

273 15/ 30/ +

e 00023731 p ulS - Lifespan 08/15/2010  09/30/2011 £100,000.00 Executed 1}

ARRA Services

Comimunity Division of Goodwil

Rehabilitation o5 Vocational Industries of Hef 120/ n

Program - 00023714 Rehabilitation Northwest NE, 08/15/2010 00/30/2011 £100,000.00  Executed o

ARRA Services Inc.

This feature sorts all items listed by the particular column that you move to this area. In the following
example, the search results have been grouped and sorted in ascending order by the column header
Contract Name. Notice that all the items in the list are now collapsed under identical Contract Names.

Page 1 of 2 (18 items) 11 2 [

Contract

Title K

Locked Contract
By Number

Contract Title: Wake County Human Services

Contract Title: Wake County Human services

Division Providers Start Date | End Date Total Amount | Status Amendments

To view the individual items under each grouped heading, click the plus sign that displays in the column
to the left of the group heading. To collapse the headings, click the minus sign that displays besides the
group heading.

Page 1 of 2 (20 tems) [ 2 3
Contract
Title
Locked Contract S _
By NombeT Division Providers Start Date | End Date Total Amount | Status Amendments
Contract Title: Wake County Human Services
Edit
Viewy Division of
BelGes no022746  Iformation FEENL swmnr coew £78,104.00  In-Process 0
Report ! Resource Aoency B it RAepiE = =
PDE Management QEnCY
INotes (0)
Division of
Information Wake County e anr & i .
00025199 e Human Services 07/01/2011 0e/30/2012 £80,583.00 | In-Process o
Management

Note that you can group by more than one column header if necessary. The system first sorts based on the
column header that is listed on the left side, and then progresses to the columns listed on the right.
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Page 1 of 2 (19 items) 1 2 =

Contract
Title

V|| Status A

Locked
By

=] Contract Title: Wake County Human Services

Contract Number | Division Providers Start Date | End Date Total Amount Amendments

Status: In-Process

Contract Title: Wake County Human services

To remove the grouping, drag the column header from the grouping area and drop it on the column header
row where you wish for it to display.

2.4.1.6 Page through Search Results/Items on a List Page

Note that above and below the list of items/search results dli_sgllayed on the List Page, a label displays to

inform you how many pages of items are listed. Click the L* | or [L] arrows that display to the left and
right side of the page numbers to page through the list.

e Page Tof 6 (126 kems) (< [1] 2 3 4 5 6 7 8 JD
\

N

Alternatively, you can click the link for the page you wish to view.

2.4.1.7 Select a Function to be Performed for a Specific Item

The function column is the first column on the left of the list items/search results.

Search Results for Contracts

Page 1 of 639 (6389 items) [11 2 2 4 5 6 7 .. 637 638 639 (>

el ber Division Providers Date End Date | Total Amount | Status Amendments
Yadira Vasquez Division of Public ~ Albemarle ogny 1m0 8 -
training 14 00022566 Health Radiology 03/01/2010 06/30/2011 $30,000.00 | Executed o

The links available in the function column allow you to perform a variety of functions depending on the
particular component, item or sub-item you are viewing and the level of access you have in the system.

All possible functions available from the List Page or a sub-list on a Details Page are as follows:

1) Edit- Allows you to modify an existing item or sub-item. When the Edit function is selected, the
Details Page displays for the item or the sub-item, and modifications can be made to the previously
entered data.

DHHS Open Window System Guide v5.doc Page 21 of 167



System Navigation Guide DHHS Open Window System

NOTE:

When a system user has selected a record for editing, the name of that user displays in
the Locked By column on the List Page. That system user must check in the record
before it can be edited by someone else.

2)

3)

4)

5)

6)

View — Allows you to view an existing item or sub-item. When the View function is selected, the
Details Page displays for the item or sub-item, but no modifications can be made to the
previously entered data.

Delete — Removes the item or sub-item from being viewable by users logged in the system.
However, the record is still retained in the system’s historical data and also remains on the public
website if previously published. After you select the delete function, the system asks you to
confirm the deletion of the item or sub-item.

Report — Generates a report of the selected item that can then be opened or saved immediately to
a location on your computer or the network. Once the format is selected, click Export beside the
selected format to generate the report, and then select Open or Save from the File Download
dialog box.

Report can be exported to any of the following formats.
a) XML

b) CSV (comma delimited)

c) TIFF

d) PDF

e) Web archive

f) MS Excel

PDF — Provides you with the option to export a record to PDF that can be opened immediately or
saved to a location on your computer or the network.

Notes — Allows you to enter information about the item or sub-item in a text field. The number in
parentheses after the Notes function link indicates how many notes have been entered for the item
to date. For example: (0), (1), etc.

When the Notes function is selected, a pop-up window displays.
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Type the notes here =] Save New
Update
Reset
E
Check
Spelling
Type search details here Search |
Search Results for Notes
Page 1 of 0 (0 items)
Hote & | Created By Created
Page 1 of 0 (0 items)
Close |

Enter the note in the Note field. Click the Check Spelling button to verify spelling, and then click
the Save New button. The saved note displays in the sub-list at the bottom of the pop-up window.

Type the notes here = Save New
Update
Reset
Check
Spelling
Type search details here Search |
Search Results for Notes
Page 1 of 1 (1 items) [1]
Hote & | Created By Created
" Test note.
%:.-.: Joyce Young 07/14/2011
Page 1 of 1 (1 tems) [1]
Close |

Notes previously entered display in the sub-list that can be searched as required.

To edit a previously entered note, click the Edit link in the function column for the note in the
sub-list at the bottom of the pop-up window. Edit the text as necessary in the Note field, and click
the Update button to save your modifications. The Reset button clears all data entered in the
Note field.

To delete a previously entered note, click the Delete link in the function column for the note in
the sub-list at the bottom of the pop-up window. Click the OK button in the confirmation dialog
box to delete the note.
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Once you have finished entering notes, click the Close button to return to the List Page.

2.4.1.8 Navigate to Additional Data and/or External Websites

On the List Page, links display to data that is related to the particular item that is being displayed or to an
external website. Particular examples of such links include:

» The Services List Page has links to:
% The goals and objectives (or program) for which the service has been defined; and
% External websites, if entered in the system, for a service.

< The Contracts List Page has links to the amendments defined for a contract.

e The RFA List Page has links to:
¥, External websites, if entered in the system, for the RFA.

e The Search List Page has links to the items displayed in the search results. The title of an item
listed serves as a link to that record.

Links are displayed in typical hyperlink format: blue underlined font.

2.4.2 Details Page Common Features

Each Details Page for items or sub-items in the system contains the one or more of the following features
depending on the component and type of item/sub-item that is being added or edited. More information
about each of these features is presented in the following subsections.

- Page Title
 Modified By/Date Information

e Conventions for specific fields

e Required fields
« Function buttons

* Links to related items

2.4.2.1 Page Title

The Page Title is located at the top left of the screen underneath the sub-navigation menu when the Details
Page for a specific item or sub-item is displayed for an existing record. The Page Title indicates whether an
item is being edited or viewed and the name of the specific item/sub-item record. If a sub-item is being
added, edited or viewed, the Page Title also includes a link back to the item record for which the sub-item
is defined.

When adding a new item record, the Page Title does not display until the record is saved. Once the item
has been saved, “Editing [Service, Contract, etc.]: [Name of Item]” displays as the Page Title. In the
example below, the Page Title is “Editing Contract: 00015888 EDI Clearinghouse Service.”
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[contract List|[ Add Contract | [ RFA List|[ Add RFA | [ RFP List][ Add RFP | [RFa List ][ Add RFa |
Editing Contract: 00015888 EDI Clearinghouse Service.

Modified By: . Modified Date: 1/9/2007
Worksheets  Estmated Budge Legal Authority  Performanc Page Title i Tracking  Amendment:  Approval Trackin
E
00015888 |ED\ Clearinghouse Service : Save
— F— — - . Submit
e = z iz 8z a= -
@ Dix x| E|=E FF o vV E Checkln
[Narmal [~] [ (Font Name) [“][(Fortsee)[~]| B I U & = = = |%- A- Maw
The purpose ofthis RFP is to purchase an EDI Clearinghouse Service that will manage and transport electronic healthcare Resst
transactions to and from DHHS trading pariners Request
Contract Purpose Review
Contract
Documents
Check
Spelling

2.4.2.2 Modified By/Date Information

The system displays the Modified By and Modified Date information under the Page Title for all item
and sub-item Details Pages and tabs for sub-item pages so you can determine who last updated the record
and when.

[ contract List|[ Add contract ] [RFA List|[ Add RFa ][ rFP List|[ Ada rFP |[ RFa List ][ Add RFa |

DI Clearinghouse Service

IModified By: . Modified Date: 1/9/2007

Warkshez FedEudge  Legal Authonty  Performanc Aftachments  Tracking  Rewview Tracking  Amendments  Approval Trackin
00015838 Bl [ED Ciearinghouse Senica - Save
— — - . Submit
& & DIx x| EIE F @ Vi@E- T
|Normal H[FontName] ||(FontSlze] | B I U & = = = |- A - MNew
The purpose ofthis RFP is to purchase an EDI Clearinghouse Service thatwill manage and transport electronic healthcare | Fees |
transactions to and from DHHS trading pariners Request
Contract Purpose Review
Contract
Documents
Check
Spelling

Justifieatt A [ POS WorkSheet |I HIPAA \u‘Meet Fublic Affairs WorkSheet
odified By: Joyce Young, Modified Date: 6,#'24,-’2010)

Instructions: Ef reach factor in either the yes or no column. Once the entire list has been completed, tally Save
the points in each column. The column with the most points should be a good indicator of the designation of the organization - Freeal
either Financial Assistance {Grant) or Yendor (Purchase of Service). _

Financial Purchase of
Determination Factors Assistance Service
Yes No
Does the provider determine eligibility? {10 points) INo j |No j

Note that some older records that were imported into the system may not display a name in Modified By

2.4.2.3 Conventions for Specific Fields

The following types of fields are available for data entry/selection on the Details Page:

< Inverted Tab — Some items have enough fields that can be defined for them that the fields are
divided into sections, for example General Information, Contact Information, etc. When sections
are used, an inverted tab is used to label the section. You can choose to collapse the details of a
section by clicking the (Hide Details) link in the inverted tab. Hiding section details can allow
you to scroll quickly to other sections that you need to enter, view or edit.
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To unhide the details of a section, click the (Show Details) link in the inverted tab.

« Hide/Show Section Details — Some items have enough fields that can be defined for them that
the fields are divided into sections, for example General Information, Contact Information, etc.
When sections are used, you can choose to collapse the details of a section by clicking the (Hide
Details) link in the heading. Hiding section details can allow you to scroll quickly to other
sections that you need to enter, view or edit.

To unhide the details of a section, click the (Show Details) link in the heading.

» Cascading Drop-Down List — Two or more drop-down lists where the value selected in the first
list determines what is available for selection in the second, and so on. If a selection has not been
made for the first drop-down list, then subsequent drop-down lists cannot be selected.

< Sub-list —A sub-list displays at the bottom of a Details Page and indicates that one or more set of
fields can be defined for the item being displayed. For example, you can define more than one set
of contact information for a service, and each set of information will contain, at a minimum, a
name, telephone number and telephone number type fields. Sub-lists can be entered after the initial
entry of the item has been completed and saved.

= Mini Pick List — A drop-down list that allows for multiple selections to be made one at a time for
the item. To select a value from the mini pick list, select the value then click the Add button. The
value selected then displays on the right or below the mini pick list, and additional values can be
selected one at a time as necessary.

< Date Lookup — A calendar icon (E') that you can click to select a particular date quickly from
the calendar month that displays.

10 11 12 13 14/ 15 15
17| 18 19| 200 21| 22| 23

24 28 26| 27| 28 29 W

Click the left and right arrows to navigate to navigate to another month. To navigate to a new
month quickly, click the current month and year in the heading and a new month selection
displays for the current year.

Jan Feb
May Jun Jul Aug

Sep Oct Nov Dec

Click the left and right arrows to navigate to navigate to another year, or to skip ahead more than
one year, click the current year in the heading and a new years election displays for the calendar.
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2005 | 2010 2011

2013 2014 2015

2017 2018 2019

Select the year needed, then the month and day of the month. Once the date has been selected, the
entire date displays in the date field.

« Look up Button — Allows you to open a popup window from which data can be searched and
selected for the item being defined. An example is the Lookup Provider button on the Contract
Details Page that allows for the search and selection of provider data for the contract.

< Rich Text Field — This field allows you to insert bullets and numbered lists and format, copy and
paste text much like you would when using an application such as Microsoft Word. To spell

check the text entered into a rich text field, click the Check Spelling icon ( that displays on
the toolbar of field. To spell check the text entered into regular text fields (that is, text fields
without the edit toolbars), click the Check Spelling function button.

[ Contract List|[ Add Contract || RFA List][ Add RFA |[RFP List|[ Add e |[RFQ List|[ Add RFo |

Legal Autharity  Estimated Budge Peformanc  Tracking  Amendments  Aftachments

Contract - - .
ALl | Type The Contract Title Here Save.
Submit

Type The Contract Purpose Here e

Contract Reset
Purpose  E—

Contract
- Documents

Cascading Drop-down List
m | Office of Secretary =
Copy

»

Section IChoose Selection 'l Choose Selection vl —_—r ]
Renaw
Contract I Draft vl By . Im )
Status Selection Date Lookup s oose Selection
MNew |
P ienes Amendmen

M Execution Date |

e [
Amendment Check
ok Spelling

Total
Amount

m Max Chars 10 Max Chars 10 Max Chars 10 Max Chars 15
Sub 5
Intent To lﬁv Special lﬁv
THEW No Appropriation No
Retate No x| |No | Direct Medical ||[NEJIRd|
DHHS Cont -
Mar Choose Selection 'l I 'l
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Editnhg Expendituresfor Seniice: CPS Intake - Program: Chill Protective Services-CPS checkin | suomt
Inrama Flinihility { Chow Nataila) Save
Reset
g ==
Check
Spelling

Income Disregard
Desc

Inverted Tab

Income Verified (Hide Details)

came verres |
Type Income Verified Method Here
Income Verified
Method
| Criteria

Link Here Year First Offered

pE—— e <] Here

| Yes 'I Inactive - Archive
|Choose Selection ~)

IChoose Selection. J

How Administered Tru: leaicr rav;: rraer=c..ire&at}<-elec:?rc, i
Plel14 go tot'= reioen — == 10 Mitla trem 1f.er
yc..i"lve saved U"e Service reo::rd.

~] |Choose Selection 7| number s«vd

Mini Pick List

Target Population | Choose Selection

Selected Target
Population Types

Budget& ExpenditurE  Funding Senices Performanc Income Eligibili Population  Provider Associate Contract ~ Attachments
fiM-fil@8l

Contact Information(Hide Details)

||' - Phone Number |Choose Selection J _Save New |
m ) update

Drag a column header hereto group by that column Sub-list
\\ Contact Details

o -]
«Generalnform

A | Phone Number Type Desapion

Nodatato d p y

Page 1of 0 (0 <ems)

SubRecipie

e Chapel of Christ the King

m 561173135 NorrProfit

— Lookip SubRecide t .
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Worksheets  Esp

o - Pefformance Attachments Tracking Amendments  Approval Tracking
Regular Text Field {short)

Contract Title

Contract

0002350 DIRM HIS IMOA Rich Text Field _Save
¥ O BR SFEI @ X |EESIEESPE Check |
Normal Arial [Font Size) I U abs H- A~

<

MNew

[<] i
w0

Y.

TestIMOA for DIRM support of HIS / Reset
Request

Review

Contract
Documents

Check

Spelling

§

[ 0vision of Pubic Heatn

Providers . - .
Division of Information Resource Management Lookup | ‘
'

Copy

=

2.4.2.4 Required Fields

All fields marked with a red asterisk (*) require data entry before the record can be saved. If you attempt to
save a new item or sub-item without defining all required fields, a red error message displays at the top of
the Details Page listing all the fields that require data entry. Once all data is entered, the item or sub- item
record can be saved.

2.4.2.5 Function Buttons

Buttons display at the right of or throughout the Details Page that perform functions related to the data
and documents entered, modified and uploaded to the system.

Save

Click the Save button to save the data entered or modified for the record in the system. You
must save the item or sub-item before you submit it for publication on the public website.

ﬂl Only click the Submit button if you wish for the current information entered for the item

record, including associated sub-items, to be published on the public website. Clicking the
Submit button displays a warning dialog box stating “If you have made any changes to this
record please ensure you have saved them if they are needed for public viewing. If you are
not ready for this record to be made available to the public or have not saved the changes
that need to be made public please click the Cancel button, otherwise click the OK button for
the Submit process to continue.”

Click the OK button to submit or the Cancel button to return to the screen. Clicking the
Submit button anywhere in the system publishes the selected item and all associated sub-
items to the public website.

NOTE:

Use the Check Spelling function before submitting an item for publication to the public
website.

Check In The Check In button functions in three ways.

— Releases the lock on the record so that it can be selected by someone else for editing.
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— Disables the Save and Submit buttons on the Details Page for the item as well as
disables all Save/Save New/Update buttons on all sub-items defined for the item
record.

— The text of the button changes to Check Out. The Check Out button is equivalent to
selecting the item for editing from a List Page.

NOTE:

The Check In button works independently for sub-items and main item records such as
Service, Contract, Contract Amendment, Grant, RFA, RFP and RFQ.

Ml The Check Out button allows you to check a record out for editing and locks other system
users from accessing the record. If a user attempts to access a record that is being edited by
another user, the following message displays: “This item is currently checked out to
‘system user name’.”

M Clicking the New button opens a blank data entry form for an item or sub-item so that a
new item or sub-item record can be added to the system. The New button also allows you
to upload a new attachment to an item record.

ﬂ The Reset button functions in two ways.

— Toclear the fields already entered and add a new record. No record is saved of the
data entered to that point.

— Use the Reset function to clear any recent changes you may have made to a record
before clicking the Save button. The Reset function reloads any entries from the point
of the last save.

Fequest
Review | The Request Review button allows you to request review and approval of the data entered
for the item at any time.
Contract
_Documents | The Contract Documents button allows you to navigate to the Contract Documents
Tab/List Page from which you can insert, create, edit, override or view individual
documents for the contract, or build the contract so that it includes all contract documents.
Check
_ Seelling | cick the Check Spelling button to spell check the data entered in a rich text field for the

item or sub-item. Please check spelling for all items and sub-items before submitting the
record for publication on the public website. To check spelling in rich text fields, click the
Check Spelling icon (.

The Check Spelling button does not verify the spelling of text in rich text fields that have
dedicated toolbars for editing, formatting and other document functions. A rich text field
example is provided below.
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M The Copy button allows you to copy the data from an existing contract to a new contract.

ﬂl The Renew button allows you to renew an executed contract.

Mew
M The New Amendment button allows you to create a new amendment for an executed
contract or amendment.

Ml The Report button allows you to create a report on the contract currently displayed.

'”'Prﬂl The In-Process button allows you to move the status of a contract or amendment from
“Draft.” The contract or amendment must be checked out for editing before its status can be
changed.

NOTE:

This button is available temporarily until the electronic approvals are available in the
system.

ﬂl The Execute button executes the contract or amendment currently displayed. The contract
or amendment must be checked out for editing before it can be executed.

Ml The Terminate button terminates the contract or amendment currently displayed. The
contract or amendment must be checked out for editing before it can be terminated.

M The Void button voids the contract or amendment currently displayed. The contract or
amendment must be checked out for editing before it can be voided.

M Click the Save New button saves the data for a new sub-item record in the system. New
sub-items can be created by editing what is displayed on the window.

Update The Update button saves data when editing either an existing sub-item or a specific set of
data from a sub-list for an item such as the contact information for a service.

If the sub-item or sub-list data is currently not displayed on the screen for editing, click the
Edit link in the function column for the record in the sub-list at the bottom of the page.
Click the Update button to save your modifications.

M The Lookup button allows you to search for other data already entered into the system that
is needed for the record you are creating. For example, you can look up a provider for the
contract that you are entering.
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M The Browse button allows you to navigate to an electronic document on your computer or
network so it can be uploaded to the system.

UploadFile | The Upload File button uploads an electronic document to the system for an item record.

% The Delete button allows you to delete an electronic document previously uploaded to the
system.

M The Next Tab button moves you to the tab to the right of the one you are currently
viewing for the sub-item.

_Previous Tab | The Previous Tab button moves you the tab that is to the left of the one you are currently
viewing for the sub-item.

2.4.2.6 Links to Related Items

On the Details Page, links display to data that is related to the particular item that is being displayed or to
an external website. Particular examples of such links include:

e The Contracts Details Page has links to:
¥% The RFP, RFA or RFQ from which the contract was created:;
¥% Amendments created for the executed contract; and
% Renewed contracts generated from the contract being viewed.

= The Budget Tab/Details Page has links to services for which the budget details are being defined
for the contract, RFP, RFA and RFQ.

2.4.3 Attachments

The system allows you to upload documents as attachments to contracts and other records.

1) Click the Attachments sub-item link for the item record (Contracts in this example) and the
Attachments Details Page displays.

Vlewmg Resources for Contract: 00009553 Project Management Services
""" Vorksheets Budget Perormance Counties Amendments Attachments

Characters remaining:250
B
Description
[ElF

achearie | [te _ [ocsciption [ResoureType [mietpe  [resse | |

2) Click the Browse button by the File field and navigate to the document that needs to be uploaded
to the system using the Chose File dialog box. Once the file has been selected, click the Open
button in the dialog box. The directory path and name of the file displays in the File field. This
field is required.

3) Enter a brief title for the attachment in the Title field. This field is required.
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4) Enter a detailed description of the document to be uploaded in the Description field. This field is
required.

5) Click the Upload File button. The document now displays in the Attached File field at the bottom
of the page. To view the document, click the title link for the document.

Vlewmg Resources for Contract: 00009553 Project Management Services

""" Vorksheets Budget Performance Counties Amendments Attachments
- e * S

Characters remaining: 250
=
Description
[+

P S S T T R
Attached File

Test attachment for

Test Attachment the system Word 24084 kb Delete |
vigetion guide

6) To delete a previously uploaded document, click the Delete button next to the document in the
Attached File field, then click the OK button in the confirmation dialog box that displays.

NOTE:

You cannot modify a document once it has been uploaded. If editing is necessary, edit
the original document from where it is stored on your computer or network (or download
it from the system and then edit it), delete the out-of-date original document from the
system, and then upload the revised document.
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3. GETTING STARTED IN THE DHHS
OPEN WINDOW SYSTEM

3.1 Accessing the System

You may access the DHHS Open Window system by logging into http://dhhsopenwindow.nc.gov.

1) Launch your web browser.

NOTE:

To access the DHHS Open Windows system, you must use either Internet Explorer
version 6 (or higher) or Firefox version 3.0 (or higher).

2) Enter http://dhhsopenwindow.nc.gov into the Address Bar and press [Enter]. The DHHS Open
Window system displays.

3) Click the Login link at the top of the screen.

E:i:icils W
NC DHHS Open Window

Openness, Transparency and Performance Management

Search far Servives Search for Conoams [——
Visicn Slatement
g1 et Cardinias sl enjay apleE heath and well-being
4) The Login screen displays.
Login to Open Window
MNCID is the authentication system. Use your MCID legin to login to the site
If you are unsure of what your NCID is, your NCID is what you login with o access Beacon.
This is alinkta the MNCID system screen. vou can retreive vour password or user name from this page.
|| « Reporting Issues. Suggest Enhancements or Provide Feedback
“c::e Please do not call the project team with a direct question. Utilize the Support Email, so items can be routed appropriately
| * and to assistin building the FAC area
‘assword ; . . X .
rrp——— r ; Io reportissues, suggest enhancements orto provide feedhack in regards to Open Window, please email Open Window
My Login Remember Login Support
Supported Web Browsers
® Microsoft Internet Explorer version .0 or later versions
» Morzilla Firefox version 3.0 or later versions
* MNetscape (Any Version) Is NOT supported
Lagin |

5) Enter your assigned NCID user name and password in the NCID User Name and NCID
Password fields. If you wish to stay logged into the system even if you close and reopen your
browser, click the Remember My Login checkbox. Click the Login button.

6) If you have never used Open Window before, click the Logout link in the upper right corner of
the window. You will need to contact your division’s Performance Management Coordinator to
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7)

8)

9)

determine your system access based on the service or budgetary functions you will be performing
in the system. If you will be performing functions related to contracts, you will need to contact
your division’s Contract Manager. Then email your NCID user name to your division’s

Performance Management Coordinator or Contract Manager so you access rights can be set up in
the system.

You will receive notification from your division’s Performance Management Coordinator,
Contract Manager or the Open Window team once your access rights have been set up in the
system.

Log back into the system. The DHHS Open Window Disclaimer and Privacy Statement displays.
You must click the Accept button to move forward in the system.

Openness, Transparency ard Performance Managermenl |

" Puhic: Id:l:.-.... | pepamoeer | Tisison | Secices | conmacie | eanis | Reeona | Mgoems | Seach | adoen

DHH35 Gpen Window Disclaimer and Privacy Statement

Infarmat on cachured and praseched In this wat-tased spatem |5 corslderad poblk Inonmalion ard may be disisuted aor cop ad Llass endl sd =5 balng subacts coxdghe
prescinn ar n dnlzion o police of 12 as Indcalas halas

The Hordn Camina Ceparimenl af Heath znd uman Sorices’ ICHHE) Open Wneaw s ommibcd 2 coesunng Inctthe prisacy of persoral and Ideriying Informaton |5 gralesicd.
DHHE uzes ary Infornator dsdosas ools b the exenl necessany 1= prodde aur serdees This aformaton ks not used 4ar any oher sorcase and 1s ral shared st sulsidae paias,
wetaps Az prvddad i in galicy arcaculmad by las

a5 2 DH=E crplzvee, sou ane rsquied1s camply with the CHHE pailcs on fcoepsable Mes 1o OHHE Flormagon Swelore o e Semdl Thafl and Syt Breocs polor slong wth il
afer relzvan fzceral sl or depadmental podees n Lsing DHHE e Windze

Accopt

o Ddar e s D sas Ink sl
T rspuil s e, quygesl enhigcsrenls v s Uk © ey de o Upsr Verdue, please el Do &
S Cpen indw Erpng Shie Gade
werslen i 22 5.20Z72M7 FlzmalVeor 2071 UAT

Any announcements regarding the system such as recent changes in functionality display on the
Home Page. You can then select a component from the navigation menu to begin work.

Joyce Younq | Logout

NC DHHS Open Window |

Openness, Transparency and Performance Management I

Public | Home | Department | Division | Services | Contracts | Grants | Reports | Myitems | search | Admin |

DHHS Open Window System

Release Information

Help\Training Information

—Release 2.2.5.06212011 Change Notes

« Provider Budget - Fixed bug where provider budget could not be
entered for an amendment
Provider Budget - Fixed bug where the fringe amount was not
displaying on the top level provider budget entry
Caontract’Amendment Budget - Fixed a bug in regards to display
issues for listing of all funding
Contract’Amendment Budget - Added back the categoeryfunding
linking screen to relink import data as needed
Contract - Fixed a bug where the amendment amount was not
showing on the main detail screen atthe contract level
In Pregress - Fixing an issue with the provider budget screen does
not ‘retain” the value entered as you “add” new line items. Work
around is to add all line items first, then key the amounts.
In Progress - Detail worksheet at the Provider Budget level - Cost
PerSenice line item

—Release 2.2.0.06162011 Change Notes
« FAQ and Webinars - The Help Sections are now listed on the Main
Page
» Repodingissues - How to repor issues is now listed on the login

Reporting Issues. Suggest Enhancements or Provide
Feedback

Flease do not call the project team with a direct question. Utilize the
Support Email, o itemns can be routed appropriately and to assistin
building the FAQ area

To reportissues, suggest enhancements or to provide feedback in
regards to Open Window, please email Open Window Support

Webinars

The wehinars area allows you to view webinars that were recorded live
as well a5 wehinars that were recorded for general training

Yisitthe Open Window Webinar Center

EAQs

The FACs area allows you to look at commonly asked questions and to
see the answer(s) that was provided for the question.
Visitthe Open Window FAG Center
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3.2  Setting Up Your Profile

When you log into the system for the first time, you need to set up your system profile. Your system
profile defines how many items display on List Pages that you view, the division(s) for which you work,
how your name displays on the screen, and also lists the email address that will be used to send you
notifications from the system.

Follow the steps below to define your profile in the DHHS Open Window system.

1) Click your user name, which displays in the upper right corner of the screen.

NC DHHS Open Window

Openness, Transparency and Performance Management

The system displays the General Tab/Details Page for your profile.

Editing User Profile for: jyoung

General | Contact Details Save

MIChDDSE SE|BC“0H j k
mhoyce.ymmg@dhhs ne.gov

Display Name ijmmg

WELE T RSN [V This denotes if you heve scossted the system privecy information and disdlsimar.

Current Roles. #* admin
* deptoontractsdmin
® deptmonitorsdmin

2) Select the number of items you wish to display on List Pages from the Items per page drop-
down list.

3) Select your division from the Division drop-down list.

4) Enter your email address in the Email field if it does not already display. The system uses this
address to send you messages about workflow approvals and other notifications such as requests
to check in a record that another user needs to modify.

5) Enter your preferred first name and last name in the Display Name field. This name replaces
your NCID in the upper left corner of the screen once you navigate away from the Profile Details
Page/General Tab. This is the name that also displays in any drop-down list that contains the
names of DHHS personnel, such as the Contract Admin drop-down list on the Contract Details

Page.
6) Click the Save button to save your general profile information.

7) Click the Contact Details tab. The Contact Details Tab/Details Page for your profile displays.
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Editing User Profile for: Joyce Young

General | Contact Details

Save

Address Information (Hide Details)

= Reset

Address Line
O

Address Line
Two

ype the city name here
Choose Selection x| *

vpe The Primary Address Details Here

ype The Secondary Address Details Here

Save New
Update

[ = T

Page 1 of 0 (0 items)

Address Line , | Address Line
One Two

Page 1 of 0 (0 items)

City State Zip 5 Zip 4 Address Type

Contact Details Information (Hide Details)

=

P — I—_, Grrane
Choose Selection x| =

Page 1 of 0 (0 tems)

Phone Number

Page 1 of 0 (0 tems)

Update

4 | Type Description

8) Enter your business address information in the following fields. Fields that require data entry
before the record can be saved are marked with asterisk (*).

9)

Address Information Fields
a) Address Line One*

b) Address Line Two

c) City*

d) State — Defaultsto “NC.”

e) Zip 5* — Enter the five number ZIP code for the address.

f) Zip 4 — Enter the +4 ZIP code for the address if known.

g) Address Type* - Select Billing, Main or Ship To from the drop-down list.

Click the Save New button. The address displays in the Address Information sub-list. Repeat as
necessary to add all your business address information.

10) Enter your telephone information in the following fields. Fields that require data entry before the
record can be saved are marked with asterisk (*).

Contact Details Information Fields

a) Phone Number*
b) Phone Number Type*

— Select Emergency, Fax, Main or Mobile from the drop-down list

to indicate the type of telephone number being entered.

11) Click the Save New button. Your telephone information displays in the Contact Details
Information sub-list. Repeat as necessary to enter all your telephone contact information.

DHHS Open Window System Guide v5.doc Page 37 of 167



System Navigation Guide DHHS Open Window System

12) To edit any of your previously entered address or telephone information, click the Edit link in the
function column for the data in the appropriate sub-list. Once you have made your modifications,
click the Update button to save your changes.

3.3 Accessing Data Quickly

The DHHS Open Window system has two features to help you quickly access the data you need to view
or modify.

My Items
e Search

3.3.1 My ltems

The My Items component allows you to quickly navigate to all the item records you have checked out for
editing (such as a service or contract record), contracts for which you are the Contract Administrator,
Contract Manager or Contract Delegate, including those that are pending renewal, and any approval
workflow that is assigned to you.

3.3.1.1 Items You Have Checked Out for Editing

To view your items, select My Items from the navigation menu. The Locked Items Tab/List Page
displays.

Items for: Joyce Young

Locked Items | Contract Items || Workflow Items

Page 1 of 1 (2 items) [1] Unlock
T |Iype | Number | Title A | Description
[ Service Test MDH Service Test Description
O Contract 24590 UNC Exarnple 512 Testing example.

Page 1 of 1 (2 tems) [1]

Previous Tab Mext Tab

Any item records you have locked for editing such as services, contracts, RFAs, RFPs, RFQs or grants
display on the Locked Items Tab/List Page. To continue editing an item, click the link that displays in the
Title column. The Details Page for that item displays so that you can continue updating the record.

To check in and unlock records, select the checkbox next to each record and click the Unlock button. The
screen refreshes and the unlocked record no longer displays on the Locked Items Tab/List Page.

3.3.1.2 Contracts Iltems

To view the contracts where you are designated as the Contract Administrator, Contract Manager or
Contract Delegate, click the Contracts Items Tab. The Contracts Items Tab/List Page displays.
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Items for: Joyce Young
Locked Items | Contract Items
Type search details here 7 Advanced __ Search i
M Pending Renewals I Limit to Three Years W Limit to My Division
Search Results for Contracts
Page 1 of 1 (1 items) [1]
% % Providers Start Date | End Date lﬁgLnt Status Amendments| Administrator Manager v
Always Shred,
Test Contract nogassaz | e dba 08/01/2011 | 07/31/2013 Draft 0 loyce Young | Harry Goble
= s Proshred Wl M= - & e = 2=
Security
Page 1 of 1 (1 ftems) [1]
Previous Tab MNext Tab

NOTE:

If you are the DHHS Contract Administrator, DHHS Contract Manager or DHHS
Contract Delegate for the contract that is pending renewal, you will receive a reminder

message at 180, 120, 90, 60 and 30-day intervals in advance of the current contract
end date.

To view only those contracts that are pending renewal, click the Pending Renewals checkbox. The
Contracts Items Tab/List Page refreshes and displays only your contracts that are pending renewal.

To navigate to any contracts listed, click either the View or Edit link in the function column. The

Contract Details Page displays so you can view or edit the details of the contract or take any other action
necessary.

3.3.1.3 Your Approval Workflow
This feature is not available at this time.

3.3.2 Search

You can conduct a search for a service or contract in the system using the Search component.

1) Select Search from the navigation menu. All the data currently in the system for services,
contracts, contract amendments, RFAs, RFPs, and RFQs displays on the List Page.
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R 'o: | Doportment | Division | Services | Contracts | Reports | Myltems | search | aomin [N

—
T 5 here " advanced __Search
Search Results
Page 1 of 4277 (42762 items) [1] 2 2 4 5 6 7 .. 4275 4276 4277 (3]
Type Humber Title 4 | Division Description
Registry maintians training and competency
) e (203 ’ ) information on Murse Aides. Employers must
vice urse Aide Reqistry v eafth Service Regulati . . l
SR T DreciloiueatilseMeaietiaton asscess the Registry prior to employment to
assUre person is ..
To provide peer review procedures and
~ Division of Mental Health, Developmental methodologies, review quality control data
1t # athology Consultation Servicas 7 b ; 2
CETIERE: 1A 106 Pathology Consultation Services Disabilities and Substance Abuse Services conduct continuing education seminars and
monitor laboratory perfor...
- . . 3 . National Aliance for Tobacco Cessation (MATC)
o (NATC) membershin . a3l I n )
Cantract) 19666 e Bl GAL T s membership and evidence-based media campaign

2) To search for a specific item, use either basic or advanced search feature.

3) You can also export all search results to a MS Excel file.

3.4 DHHS Open Window Writing Style Guide

The DHHS Open Window system has a style guide defined for all text that your enter for services,
contracts, etc. The writing guide is available via the DHHS Open Window Writing Style Guide link
that is at the bottom of the Home Page.

CHHE Cpen Window Disclaimer and Privacy Infermation
To repartissues, sugaest enhancements or ta provide feedhack in regards to Open Window, please email Spen Window Support
DHHE Cpen Window Writing Style Guide
Version : 2.4.4.07132011 - Fiscal Year : 2011 UAT

Once you click the link, a new browser window opens and displays the File Download dialog box. Select
Open or Save. If saving the style guide, browse to a location on your computer or network in the Save As

dialog box and click the Save button.
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4. MANAGE SERVICES

4.1 Add a Service

NOTE:

Division Performance Management Coordinators or DHHS Open Window System
Administrators are the only users who can add a new service.

You can add one or more services in the DHHS Open Window system.

1) Select Services from the navigation menu and select Add Service from the sub-navigation menu
or click the Add a New Service link on the Service Management Page. The Service Details Page
displays.
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(NN ion: | Deparment | Divison | Services | Comwacts | Grants | Reports | Wyitems | search | Admin

| Services By Di\'isionl | Service L\stl ‘Acltl Service |

Legal Authority Budget & Expenditure Performance Income Eligibility Population Providers Associate Contracts

| Communicable Diseases Control ’ Sawe

|D|\-‘|S|cm of Information Resource I'a'lanagememj * —
New
Type Serice Name Here Reset

B x x|z &

r1 - Request
Review

]
[l
@

‘ Hormal H Arial

Check
Service Description Spelling

Type Web Link Here £
e [ —

Type Area Served Here ;l

Geographical Area
Served

Choose Selection 'I * How Administered IChnnse Selection 'l =
Waiting List Choose Selection vl ® Waiting List Start Date I ks
SFY 2010-20.

SFY 2009-2010
SFY 2008-2009
Number Waiting . ~ Numeric Numerlc
Numeric

Type Waiting List Information Here ;l
Waiting List Details
[
If v is
N0 Selaction | * Doss tris service srevics financis! ssistance grants Competitive Bidding |Choose Selaction 7] *

2 or more providers to parform activities o provide serviczs related to the service?  [FXITINT se or Grants. doas this sarvioe offer

compstitive bidding?
Federal Bidding Amount Other Bidding Amount
State Bidding Amount
Bidding Amounts I
Type Gompetitive BiddinginformationHere
Type Competitive Bidc

‘Competitive Bidding
Information

Administrative Contrals

A Inactive - Archive Mo j
Contact Information (Hide Details) =]
Contact Type Contact Name Here * Type provider email address here

|Choose Selection 172 Update
l— . . l— Phone Number —
Extension
m - e

‘ Page 1 of 0 (0 items)
Drag a column header here to group by that colurm

Save New

Phone rumber Tyoe Descriotion

No datato display

Page 1 of 0 (0 items)

2) Enter information about the new service in the following fields. Fields marked with an asterisk
(*) require data entry before the record can be saved.

a) Division* -The system displays the default division to which you have been assigned. If you
have been assigned to more than one division, select the correct division for the service from
the drop-down list.

b) Budget Code-The system displays the budget code defined for the division and service. If
more than one budget code has been defined, select the correct code from the drop-down list.
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c)
d)

9)

h)

p)

b))

y

Service Name* — Enter the name of the service that is being defined.

Service Description* — Enter a detailed description of the service in the rich text field in
accordance with the required guidelines identified in the DHHS Open Window Writing Style
Guide. The core elements to be included in the service description are: the purpose or need
for the service, what the service does, how the service is administered or performed, who is
being served, and what population benefits from the service.

Click the Check Spelling icon ( to verify the spelling of the text entered for Service
Description only.

Web Link* — Enter the address of the website for the service if available to provide system
users, especially non DHHS users, with additional information about the service. If a website
specific to the service does not exist, enter the addresss of the division’s website.

Year Initiated* — Enter the year in which the service was started.

Available State Wide* — Defaults to “Yes.” Select No from the drop-down list to indicate
that the service is not available throughout the state. If “No” is selected, then the next field is
required.

Geographical Area Served* — Enter a detailed description of the area in which the service is
available. This field is required if “No” is selected for the Available Statewide field.

Service Type* — Select the type of service from the drop down list to describe the type of
service that is being defined (Direct, Indirect, etc.).

How Administered* — Select either Local, State or State and Local from the drop-down list
to indicate how the service is administered.

Waiting List* — Select Yes or No from the drop-down list to indicate whether a waiting list
is in place for the service. If “Yes” is selected, then the next three fields are required.

Waiting List Start Date* — Enter the date on which the waiting list began or is to begin. This
field is required if “Yes” is selected for the Waiting List field.

Number Waiting* — Enter the number of individuals waiting for the service for the prior two
and the current fiscal years. These fields is required if “Yes” is selected for the Waiting List
field.

Waiting List Details* — Enter a detailed description of the waiting list for the service. This
field is required if “Yes” is selected for the Waiting List field.

Grants* — Select Yes or No from the drop-down list to indicate whether providers contracted
to perform the service are eligible to receive financial assistance grants. If “Yes” is selected,
then the next field is required.

Competitive Bidding Allowed —If “Yes” is selected in the Grants field, select Yes or No
from the drop-down list to indicate whether the service permits competitive bidding. This
field is required if “Yes” is selected for the Grants field.

Bidding Amounts

i) State Bidding Amount — Enter the maximum amount of state funds available for the
grant.

ii) Federal Bidding Amount — Enter the maximum amount of federal funds available
for the grant.

iii) Other Bidding Amount — Enter the maximum amount of other funds available for
the grant.

Competitive Bidding Information* — Enter all additional information related to competitive

bid for the service grant. This field is required if “Yes” is selected for the Competitive Bidding

Allowed field.
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Administrative Controls Fields

s) Active — Default is “Yes.” Select No from the drop-down list to indicate that the service is no
longer in effect.

t) Inactive — Archive — Default is “No,” which ensures that the service record can be edited in
the future. See Archive a Service to take this action.

3) Click the Check Spelling button to verify spelling for the service record.

NOTE:

The Check Spelling button checks spelling in all fields except those fields that have a

dedicated Check Spelling icon ( displaying on a toolbar within those fields as is the
case for the Service Description rich text field. The spelling for rich text fields can be
checked only by using their dedicated Check Spelling icon.

4) Click the Save button to save the data entered for the service record.

5) Enter information about the DHHS contact for the service in the following fields. Fields marked
with an asterisk (*) require data entry before the record can be saved.
Contact Information Fields

a) Contact* — Enter the name of the DHHS staff member that is the primary contact for the
service.

b) Email — Enter the email address for the contact.
c) Phone* — Enter the telephone number for the contact.
d) Extension — Enter the extension for the contact’s telephone number if applicable.

e) Phone Number Type* — Select Emergency, Fax, Main or Mobile from the drop-down list
to indicate the type of telephone number being entered.

6) Click the Contact Information Save New button to add the contact to the sub-list that displays for
the service record. Repeat contact information as necessary to enter all contacts and contact
numbers.

To edit a previously entered contact, click the Edit link in the function column for the contact in
the contact information sub-list at the bottom of the page. Once you have made your
modifications, click the Update button.

7) Enter the sub-items as required for the service.

8) Once all sub-items are entered, click the Check In button to release the record, and click OK to
confirm the check in of the record.

NOTE:

When a record is “checked out” to you (or locked by you), it cannot be edited by anyone
until you click the Check In button.
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4.1.1 Add Sub-items for a Service

Once you save a new service to the system, you can define, or view as permitted by the system, one or
more of the following sub-items for that service.

Legal Authority
Budget and Expenditure

Performance
Income Eliqibility

Population
Providers

Associate Contracts

4.1.1.1 Add alegal Authority Sub-item for a Service

Follow the steps below to enter one or more legal authority for a service. The legal authority is the
federal, state, administrative rule, executive order or judicial order that establishes or enables the service
to be provided.

1) Click the Legal Authority sub-item link that displays at the top of the Service Details Page. The

Legal Authority Details Page displays.

Editing Legal Authority for Service: Test Service - Program: General Communicable Diseases Contral Chack In Sosrt
Lansl Lthnrty  Fudasl & Pesendiors Paclermaccs  Incama Elisikily Popilsion Fesdders  2asnndase Canmess
Legal Authaiity (side Detals) =
- Upda.e
= Reset

Fage 1 of 0 (0 kems)

Authorizaton Leve o Butharization Type Cimsen Hadified By Medified

magz= 1 of 0 (0 kems)

Gaoarmrmring Dy {ichs Dataile] [
¥ i . s Gemreing Dody Hame |lers . Updata
— - H Fraszal
ny Budy Hule Celsilz Haa = ECEETE

CHHS Sser drindow Discleimar and Py Ivorslion
10 e ISsUes, SUGYEs enhEcE e o o oooade e dback 1 regas i Upen Wando pleese s el Soer oy Supyal

CHES Smen winccsw wirting 2tie Cude
wersian X4 A 0T13EN11 - FiscalVaar 2011 HAT
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2) Enter information about the new legal authority in the following fields. Fields that require data
entry before the record can be saved are marked with an asterisk (*).

Legal Authority Fields

a) Authorization Level* — Select Federal, State or Not Applicable from the drop-down list to
indicate the authorization level for the legal authority for the service. If “Federal” or “State” is
selected, then the next two fields are required.

b) Authorization Type* — Select an authorization type from this cascading drop-down list to
indicate the source of authorization for the service (for example, Code of Federal
Regulations, Statute, Executive Order, etc.). This field is required if “Federal” or “State” is
selected for the Authorization Level field.

c) Citation* — Enter the citation for the legal authority for this service. This field is required if
“Federal” or “State” is selected for the Authorization Level field.

d) Notes — Enter a detailed description or other notes about the legal authority citation.

3) Click the Check Spelling button to verify spelling for the legal authority sub-item.

4) Click the Save New button to save the legal authority sub-item for the service record. The legal
authority displays in the Authorizing Legislation sub-list that displays under the Legal Authority
fields.

To edit a previously entered legal authority, click the Edit link in the function column for the
legal authority in the sub-list at the bottom of the page. Once you have made your modifications,
click the Update button to save your changes.

5) Enter information about the governing body that set the legal authority in the following fields.
Fields that require data entry before the record can be saved are marked with an asterisk (*).

Governing Body Fields

a) Authorization Level* — Select either Yes or No from the drop-down list to indicate whether
the legal authority for the service was set by a governing body. If “Yes” is selected, then the
next two fields are required.

b) Authorization Type* — Select either Rule making board or commission or Statutorily
required counsel, board or commission from the drop-down list to describe the type of
governing body that set the legal authority for the service. This field is required if “Yes” is
selected for the Governing Body Authorization Level field.

c) Governing Body Name* — Enter the name of the governing body. This field is required if
“Yes” is selected for the Governing Body Authorization Level field.

d) Notes — Enter a detailed description or other notes about the governing body that set the legal
authority.

6) Click the Save button to save the governing body information for the legal authority sub-item.

To edit previously entered governing body information, change the data and click the Update
button for the Governing Body fields to save your modifications.

4.1.1.2 Add aPerformance Sub-item for a Service

1) Click the Performance sub-item link that displays at the top of the Service Details Page. The
Measures Tab/Details Page displays.
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Legal Authority  Budaet & Expenditure Performance Income Eligibility  Population Providers Associate Contracts

Measures || Summary

Goal

Protect the health of the people of North Carolina by reducing the incidence of general communicable diseases by providing surveillance,
detection, training and case management as well as disease outbreak management services to communicable disease professionals in North
Caraolina.

Objective
Mo objective defined
S — ISFY 10 - 11 7| * Please select the fiscal year you want to manage performance values for The default is the current Save Mew
fiscal year. You can go to three previous fiscal years or one year beyond the current fiscal year. Update
Measure Type IChoose Selection = Preferred Trend Choose Selection 'l Reporting Frequency IChDDSe Se\ectlonj Reset
Type the measure here 5
Service Measure
="
Baseline Value T *
Target Value T
Actual Value T
Data Source Type t
and Calculation I
Collection Frequency [EETERT RS EXailay
Data Limitations Type t
T =
Explanatory Notes on
Measures _I
Expand All Rows | Collapse All Rows
Page 1 of 0 (0 tems)
; Reporting o -
Measure Type Preterred Trend Measure Baseline Value q oy IModitied By HModitied
Measure Type & | Preferred Trend Measure Baseline Value e Modified B Modified

Page 1 of 0 (0 items)

2) The DHHS goal and objective with which the service is aligned displays at the top of the page for
reference while defining the performance measure for the service.

3) Enter information about the performance measures in the following fields. Fields marked with an
asterisk (*) require data entry before the record can be saved.

a) Fiscal Year* — Defaults to the current fiscal year. If necessary, select any other fiscal year in
which the performance measure for the service was or will be in effect from the drop-down
list. The range of fiscal years that display include the next fiscal year or the three previous
fiscal years. For example, if the current fiscal year is SFY 10-11, you can select either SFY
11-12, SFY 09-10, SFY 08-09 or SFY 07-08.

b) Measure Type — Select a measure type from the drop-down list.

c) Preferred Trend — Select preferred trend (for example, Increase, Decrease or Maintain) for
the performance measure from the drop-down list.

d) Reporting Frequency — Select a frequency from the drop-down list to indicate how often the
measure is to be applied to assess service performance.

e) Service Measure* — Enter the full description of the performance measure for the service.
f) Baseline Value* — Enter the baseline value or state for the performance measure.

g) Target Value* — Enter the numerical goal or objective for the performance measure.

h) Actual Value — Enter the actual value of the performance measure.

i) Data Source* — Enter the data source for the performance measure.

J) Collection Process and Calculation* — Enter a detailed description of how the data for the
peformance measure is collected and any calcuations applied to the data.
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4)

k) Collection Frequency* — Enter a detailed description of how often the data is collected for
the measure.
I) Data Limitations* — Enter any data limitations for the performance measure.

m) Explanatory Notes on Measures — Enter any additional information concerning the
performance measure.

Click the Save New button. The performance measure for the service record displays in the sub-
list at the bottom of the Measures Tab/Details Page.

To edit a previously entered performance measure, click the Edit link in the function column for
the measure in the sub-list at the bottom of the page. Once you have made your modifications,
click the Update button to save your changes.

NOTE:

The Performance Summary Tab/Details Page is not used at this time. Instructions on
this feature will be provided at a later date.

4.1.1.

1)

3 Add an Income Eligibility Sub-item for a Service

Click the Income Eligibility sub-item link that displays at the top of the Service Details Page to
enter any income requirements for participants to qualify for the service.
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Legal Authority Budget & Expenditure Performance |ncome Eligibility Population Providers Associate Contracts

Is there income eligibility or means testing criteria for this senice? Save

P e
Mo x| If yes, please provide specific details

- Check
Please enter the income scale/level used and/or methodology, (Examples: Federal Poverty Level, State :I Spelling

Criteria for Income Median Income, or state income scale. f the methodology is a set income scale that does not use federal
Eligibility poverty level or some other scale, then list the actual income eligibility up to a family of five. )

x: eamned income, unearned income

Please enter the type of income that is counted to determine eligibilit
S multiple types of income

LI EYIEEL I such as SSI, SSDI, child support, workers compensation, etc.) May
for Eiligibility

(Examples: child only, head of household, individual income, all income in household, or other and specify
RGEERR UL CAERIELSY May have multiple types of income counted. )
to Determine Eligibility

Income Eligibility l— E
Change Date

What was the income eligibility methodology before it was changed? -

Income Eligibility
Criteria Prior To

Change
H’

If there is income eligibility criteria that does not meet the defined options. please enter the details here.

Describe any other financial needs eligibility criteria for this Service. (Ex. Assets/assets test such as :I

Income Eligibility Other property, contributions, etc. disregard of certain expenses such as medical insurance premiums)

|s there cost sharing or cost participation by the recipient?
Cost &
No x| if yes, please provide specific details
Example: up to 10% of monetary income =
If yes, describe cost
sharing methodology.

5
Mo = If yes, please provide specific details

If the answer to the question above is yes, please describe what income is disregarded and how =l

Income Disregard Desc

Income Verified (Hide Details) =]
Mo x| If yes, please provide specific details

methodology is used to verify income? :I

Income Verified
Method

How is the income criteria established? (State or Federal Statute, State or Federal Rule. Executive Order :l
(=L EHER Gl | Session Law, Rule or Other. If ‘Other’, Specify)
Criteria

I Eligibili
Mo = If yes, please provide specific details

Can the income eligibility criteria be adjusted without a legal (state or federal statute, rule, session law, other) ;I

If yes, provide details change 2

I Eligibil . .
Mo = If yes, please provide specific details

Is there a minimum and maximum point of the income eligibility criteria that provides flexibility? Example: up =
to 125 % of federal poverty” Can it be adjusted to 100%7?

B

If yes, provide details

[ Eligibili . .
Mo = If yes, please provide specific details

Other Factors Affecting a Change to Income Eligibility :I

If yes, provide details

2) Enter the information needed to define the income eligibility requirements for the service in the
following fields. Fields that require data entry before the record can be saved are marked with an
asterisk (*).

Income Eligibility Fields

a) Income Eligibility — Default is “No.” Select Yes from the drop-down list if income eligibility
is applied as a condition of receiving the service. If “Yes” is selected, then the next three
fields are required.
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b)

Criteria for Income Eligibility — Enter the income scale/level used and/or methodology,
used to determine income eligibility for the service in the text field. This field is required if
“Yes” is selected for the Income Eligibility field.

Type of Income Used for Eligibility — Describe the type of income that is to be used to
determine service eligibility in the text field. This field is required if “Yes” is selected for the
Income Eligibility field.

Whose Income is Used to Determine Eligibility — Describe the individual whose income is
used to determine service eligibility. This field is required if “Yes” is selected for the Income
Eligibility field.

Income Eligibility Change Date — Enter the date on which the income eligibility
requirements changed to the current requirements. If “Yes” is selected, then the next field is
required.

Income Eligibility Criteria Prior to Change — Enter the previous (before it changed)

income eligibility methodology for the service. This field is required if a date is entered in the
Income Eligibility Change Date field.

Income Eligibility Other — Enter any other financial needs eligibility criteria for the service.
Cost Sharing Participation — Default is “No.” If the recipient may contribute, or is required
to contribute, to the cost of the service, select Yes from the drop-down list. If “Yes” is
selected, then the next field is required.

If yes, describe the cost sharing methodology — Enter the methodology used to calculate the
recipient’s cost for receiving the service. This field is required if “Yes” is selected for the
Cost Sharing Participation field.

Income Disregard Fields

)

k)

Income Disregard — Default is “No.” Select Yes from the drop-down list if appropriate. If
“Yes” is selected, then all fields in this section are required. If “Yes” is selected, then the next
field is required.

Income Disregard Desc — Describe the type of income that is not to be used to determine
service eligibility in the text field. This field is required if “Yes” is selected for the Income
Disregard field.

Income Verified Fields

1)

m)

n)
0)

p)

s))

Income Verified — Default is “No.” Select Yes from the drop-down list if income is to be
verified. If “Yes” is selected, then the next field is required.

Income Verifi[cation] Method — Describe the current methodology used to verify income to
determine service eligibility. This field is required if “Yes” is selected for the Income
Verified field.

Legal Basis for Income Criteria — Describe the legal reason for the income criteria for
eligibility.

Income Eligibility Criteria Change — Default is “No.” Select Yes from the drop-down list if
the income eligibility criteria for the service can be changed without a legal change. If “Yes” is
selected, then the next field is required.

If yes, provide details — Describe how the income eligibility criteria can be changed. This
field is required if “Yes” is selected for the Income Eligibility Criteria Change field.

Income Eligibility Criteria Min/Max Point — Default is “No.” Select Yes from the drop-
down list if the income eligibility criteria for the service has a minimum and maximum point
that provides flexibility. If “Yes” is selected, then the next field is required.
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Y

y

If yes, provide details — Describe the minimum and maximium point for the income eligibility
criteria. This field is required if “Yes” is selected for the Income Eligibility Criteria Min/Max
Point field.

Income Eligibility Change Other Factors — Default is “No.” Select Yes from the drop-

down list if there are other factors that could result in a change to the income eligibility
criteria for the service. If “Yes” is selected, then the next field is required.

If yes, provide details — Describe the other factors that could change the income eligibility
criteria for the service. This field is required if “Yes” is selected for the Income Eligibility
Change Other Factors field.

3) Click the Check Spelling button to verify spelling for the income eligibility data sub-item for the
service.

4) Click the Save button to save new or modified income eligibility data for the service record.

4.1.1.4 Add a Population Sub-item for a Service
You are required to enter data about the population that is targeted to receive the service.

1) Click the Population sub-item link that displays at the top of the Service Details Page to enter
target population data for the service.

Leqal Authority  Budaet & Expenditure  Pedformance Income Eligibility  Population  Providers  Associate Contracts

—
Est Number Served
Age Range Start l— I— .

Type the notes here =
Population Notes
=

Save MNew

s Update

gl Intended Beneficiaries ICthse Selection j * | Sl |
Reset

& — |

Page 1 of 0 (0 items)

Page 1 of 0 (0 items)

Primary Secondary

Population Population Number Served Beneficiaries Age Range Start | Age Range End Fiscal Year

Sum=0 Min= Max=

2) Enter the information needed to define the population requirements for the service in the
following fields. Fields that require data entry before the record can be saved are marked with an
asterisk (*).

a)
b)

c)

d)

Fiscal Year* — Enter a fiscal year for the population data to be defined for the service.
Primary Population* — Select the population group that is the primary group to receive the
service from the drop-down list.

Secondary Population Type — Select a secondary population group to further describe who
is to receive the service from the cascading drop-down list if appropriate. This field is active
only when certain population types are selected in the Primary Population field.

Est Number Served* — Enter the estimated number of the population type that are
anticipated to receive the service in the fiscal year.

Intended Beneficiaries* — Select the primary population type that is intended to benefit from
the service.
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f) Age Range Start (years)* — Enter the first age at which individuals meeting the population
requirements can receive services.

g) Age Range End (years)* — Enter the last age at which individuals meeting the population
requirements can receive services.

h) Population Notes: Enter a note to provide additional information about the population to
receive the service and its benefits.

3) Click the Save New button. The population for the service record displays in the sub-list at the
bottom of the page.

To edit a previously entered population, click the Edit link in the function column for the
population in the sub-list at the bottom of the page. Once you have made your modifications,
click the Update button to save your changes.

4.1.1.5 View Providers Associated with the Service
All providers contracted for the service display in the List Page for the Providers sub-item.

1) Click the Providers sub-item link that displays at the top of the Service Details Page to view
providers associated with the service. The Providers List Page displays.

Leqal Autharity Budaget & Expenditure Performance  Income Eligibility  Population  Providers Associate Contracts
g

Currently selected Providers for this item

Page 1 of 0 (0 items)

Hame 4 | Providers Name Contract Title

Page 1 of O (D tems)

2) Click the link in the Providers Name or Contract Title columns to view those records.

4116 Associate Contracts to the Service

The Contracts sub-list on the Associate Contracts Details Page displays all contracts linked to the service

via the Estimated Budget sub-item for the contract. If necessary, you can associate additional contracts
with the service.

1) Click the Associate Contracts sub-item link that displays at the top of the Service Details Page to

look up the contract(s) to be associated with the service. The Current Contract(s)/Amendments(s)
Tab/List Page displays.
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Leoal Authority  Budaet & Expenditure  Pedformance  Income Eligibility

FPopulation Providers Assoclate Contracts
Current Contract(s)/Amendment(s) | Associate Contract(s)/Amendment(s)

Page 1 of 0 (0 ftems)

Item Number Item Name A | Item Type

Page 1 of 0 (0 ftems)

PrewuusTabl Mext Tab |

Any contract and amendment already associated with the service displays with a link to the
record.

2) Click the Associate Contract(s)/Amendment(s) Tab to associate contracts and amendments

with the service. The Associate Contract(s)/Amendment(s) Tab/Details Page displays.

Legal Authority  Budget & Expenditure  Performance  Income Eligibilitv  Population  Providers Associate Contracts
Current Contract{s]/Amendment(s) | Zssociate Contract(s)/Amendment(s)
Save MNew
Contract Number Contract Title . Update
Cat [Choose Selection =l e
S Contract
Lookup
Amendment
Page 1 of 0 [0 items)
] Category Service Name Modified By Modified
Page 1 of 0 (0 items)
PO Fund Fiscal Federal State Local Other
o Number Cobs ERG ST Code Bk R Year Amount | Amount Amount | Amount o=
Previous Tab | Next Tab |

3) Click the Lookup Contract button to view the Contract Search popup window.
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Choose Contract

Type search details here ™ advanced _ Search |

¥ My Contracts W Limit to Three Years W Limit to Service Division

1224586782 ABCRDEEFGHIJKLMNOEQRSTIUNVWIXY Z

Search Results

Page 1 of 1 (1 items) |<| [1] | >

Contract

Title 4 | Division Providers End Date

Assoc. for
the
Division of Information Advancement
Resource Management of 08/01/2011 07/31/2012

Test Contract for
25541 | System Mavigation

Glide Automotive

Medicine

Page 1 of 1 (1 items) |<| [1] | >

Save | Close |

4) Conduct a basic or advanced search to search for the contract or amendment to be associated with
the service, page through the displayed contracts or use the number and letter links to filter
options results to navigate to the contract. You can further refine you search results by selecting
the My Contracts checkbox.

5) To select a contract from the search results, click the Select link for the contract. The selected
contract displays above and below the displayed search results.
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Choose Contract

Type search details here

™ Advanced __ Search |

¥ My Contracts M Limit to Three Years M Limit to Service Division

Search Results
Contract Title: Test Contract for System Navigation Guide, Contract Number: 25541

Page 1 of 1 (1 items) |<| [1] | >

Contract

Title Division Providers End Date

Assac. for
JiesioneracHio] Division of Infarmation Ad\'aEEZment
25541 Systerg&;:lgatlon Resource Managemant of 0g/01/2011 07/31/2012
Automotive
Medicine

Page 1 of 1 (1 items) |<| [1] | >

Contract Title: Test Contract for System Navigation Guide, Contract Number: 25541

Save | Close |

6) Click the Save button to associate the contract and its amendments with the service record. The
Contract Search window closes and the contract displays on the Associate
Contract(s)/Amendment(s) Tab/Details Page.

Leoal Autnority  Budaet & Expenditure  Performance  |ncome Eligibility  Population Providers — Associate Contracts
Current Contract{s]/Amendment(s] " Associate Contract(s)/Amendment(s) ]
25641 Test Contract for System Navigation Guide * m
E= E =3
Category Choose Selection == |
I Lookup
Contract
Lookup
Amendment
Page 1 of 0 (0 items) [<| [>
Drag a column header here to group by that column
Contract Types
L Category Service Name Modified By Modified
Mo data to display
Page 1 of 0 (0 items) [<| | >
Al Funding Sources
PO Fund Fiscal Federal | State Local Other
O Humber | €@ # A Account | oo CFDA RCC Year A t | A t | A | A + | Total
Mo data to display
£0.00 50.00 $0.00 50.00 $0.00
Previous Tab | Next Tab |

7) Select a category for the contract from the Category drop-down list and click the Save New
button. The contract displays in the Contract Types sub-list.
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8) Repeat as required to select all contracts to be associated with the service.

9) Click the Current Contract(s)/Amendment(s) Tab to view the list of contracts. The Current
Contract(s)/Amendment(s) Tab/List Page displays.

Leoal Authority  Budget & Expenditure  Performance  Income Eligibility  Population Providers  Associate Contracts
Current Contract(s)/Amendment(s) || Associate Contract(s)/Amendment(s)
Page 1 of 1 (1 tems) [1]
Item NHumber Item Name A | Item Type
00025541 | Test Contract for System Mavigation Guide Contract
Page 1 of 1 (1 ftems) [1]
Previous Tab | Next Tab |

If you are associating an existing contract in the system with the service, you will need to associate
all existing amendments as well. Once a contract is associated with the service, all amendments
created in the future will also be associated with the service. When you or another DHHS staff
member enters a new contract in the system, it will be associated with the appropriate service(s)
once the budget data is entered. Entry of the budget data should be coordinated

between the Division Performance Coordinator and the Contract Manager.

10) To remove the association between a contract and the service, click the Remove Association link
in the function column in the Current Contract(s)/Amendment(s) list, and click the OK button to
confirm the deletion when the warning message displays.

4.2 Archive a Service

The Division Performance Coordinator can request from the DHHS Open Window System Administrator
that a service be archived in the system. The service record is archived once the archived record
submission for publication has been approved by the DHHS Open Window System Administrator. Once
approved, the service cannot be viewed on the public website or viewed or edited within the system except
by the DHHS Open Window System Administrator.

4.3 Delete a Service

It is rare that a service would be deleted once it is established. However, deletion of a service is limited to
the DHHS Open Window System Administrator after consultation with the appropriate Division
Performance Coordinator.
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5. MANAGE CONTRACTS

5.1 My ltems

The My Items component allows you to view from one location all the records you have checked out for
editing and the contracts for which you are listed as the Contract Administrator, Contract Manager or
Contract Delegate.

To view your items, select My Items from the navigation menu. Click here for more information on this
feature.

5.2 Contracts List Page

In addition to performing basic or advanced searches for contracts, the Contract List Page allows you to
quickly search for your contracts, that is, those contracts for which you are the Contract Administrator,
Contract Manager or Contract Delegate, or to view the contracts for your division that are pending
renewal.

5.2.1 My Contracts

The My Contracts checkbox filters the results displayed on the Contracts List Page to those contracts to
which you have been assigned as the DHHS Contract Administrator, DHHS Contract Manager or
Contract Delegate.

Follow the steps provided below to use the My Contract feature.

1) Select Contracts from the navigation menu and select Contract List from the sub-navigation
menu or click the View Current Contracts link on the Contract Management Page. The
Contracts List Page displays.

[contract List] [Add contract] [RFA List| [AddrFa] [RFPList| [Addrep| [RFaList] [AddrFa]
Type search details here ™ Advanced _ Search 3
™ Wy Contracts [~ Pending Renewals M Limitto Three Years [T Limit to My Division
Search Results for Contracts
Page 1 of 581 (5807 ftems) [1]1 2 3435 6 2 579 580 581 3]
Locked Contract Contract a e . Total
By Y| Title Number Division Providers Start Date | End Date IR Status Amendments
Division of
Mental Health .
. ! | East Carolina
';gf}yg;"c 00023556 g;agﬁ'ﬂ‘;?@' Pychiatric 07/01/2010 | 08/30/2012  $120,000.00  Executed 1
ervice tie "
e Consultants
Abuse Services
Community Division of
Rehabilitation 941 | VoOcational - o 1ang o
e 00023731 port e, Lifespan 08/15/2010  09/30/2011 $100,000.00  Executed 1}
ARRA Services
Community Division of Goodwil
Rehzbiliation - Vocational Industries of . 1=nt -
Program - 00023714 | poti oo Northwest e, UE/15/2010 | 09/30/2011 £100,000.00  Executed a
ARRA Services Inc.
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2) Click the My Contracts checkbox. The Contracts List Page refreshes with those contracts in
which you have been listed as the DHHS Contract Administrator, DHHS Contract Manager or
Contract Delegate.

[contract List] [Add Contract| [RFA List] [AddRFA| [RFP List| [AddRFP| [RFOList| [Add RFa]
Type search details here [ Advanced __ Search y
¥ Iy Contracts [~ Pending Renewals M Limitto Three Years [~ Limitto Ly Division
Search Results for Contracts
Page 1 of 1 (1 items) [11
Locked Contract Contract S = Total
By Y Title Number Division Providers Start Date | End Date AT Status Amendments
Test Contract Division of Assoc. for the
for System Information Advancement 1017 731/ 0
Navigation 00023541 | pecource of Automotive | 08/01/2011 | 07/31/2012 e u
Guide Management Medicine
Page 1 of 1 (1 items) [1]

3) You can now click the appropriate link to edit, view or take other action for contracts or
amendments.

5.2.2 Contracts Pending Renewals

The Pending Renewals checkbox filters the results displayed on the Contracts List Page to those contracts
that are up for renewal if the Intent to Renew field is set to “Yes,” and the contract is set to expire in at
least 180 days.

NOTE:

If you are the DHHS Contract Administrator or DHHS Contract Manager for the contract
that is pending renewal, you will receive a reminder message at 180, 120, 90, 60 and 30
day intervals in advance of the current contract end date.

Follow the steps provided below to use the Pending Renewals feature.

1) Select Contracts from the navigation menu and select Contract List from the sub-navigation
menu or click the View Current Contracts link on the Contract Management Page. The
Contracts List Page displays.
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[contract List] [Add contract| [RFa List] [adarra] [ReP List] [Addrep| [RFaList] [Addrra]
Type search details here [~ Advanced _ Search i
™ Wy Contracts [~ Pending Renewals M Limitto Three Years [T Limit to My Division
Search Results for Contracts
Page 1 of 581 (5807 ftems) [1] 2 3435612 579 580 581 3]
Locked Contract Contract a e . Total
By 7| Title Number Division Providers Start Date | End Date IR Status Amendments
Division of
Mental Health .
o ! | East Carolina
s e
23;5};‘:;“5 00023556 g;amfn“;‘;;;' Psychiatric 07/01/2010  06/30/2012 $120,000.00  Executed 1
ervice tie "
Substance Consultants
Abuse Services
Community Division of
Rehabiitation Vocational - o -
S 00023731 port ey Lifespan 08/15/2010  09/30/2011 $100,000.00  Executed 1}
ARRA Services
Community Division of Goodwil
Rehabiitation = ocational Industries of 1y 120y -
37 /15/ J30/ t
Program - 00023714 Rehzbiltation Northwest NC, 08/15/2010 08/30/2011 £100,000.00 | Executed a
ARRA Services Inc.

2) Click the Pending Renewals checkbox. The Contracts List Page refreshes and displays only
those contracts that are pending renewal.

[contract List| [Add Contract| [RFAList| [Addrea] [RePList] [addrep]| [RraList] [Addrro]
Type search details here I Advanced Search | j
™ 1y Contracts W Pending Renewals I Limitto Three Years [ Limitta My Division
Search Results for Contracts
Page 1 of 41 (408 items) [11 2 2 4 5 6 Z .. 32 40 41 [3]
Locked Contract Contract S ey 5 Total Days Until
By 7 Title e Division Providers Start Date | End Date R Status Amendment Rl
Community Division of
Rehabiliation 594 | Vocational 3 o0 ey o =
PR 00023731 | gl rion | Lifespan 08/15/2010  08/30/2011  $100,000.00  Executed [i} 74
ARRA Services
Community Division of Goodwil
Rehabilitation Vocational Industries of PO . R
Program - 00023714 Rehabitation | Northwest 08/15/2010 09/30/2011 £100,000.00 Executed o 74
ARRA Services MC, Inc.
Community Division of wake
Rehabilization - Vocational coe e g 120 == 78 R -
Program - 00023741 Rehabitation EPCtemHses, 0g/15/2010 0e/30/2011 $76,843.00 | Executed o 74
ARRA Services
MC HIV Division of e p—y -
Spap 00024050 Public Health RFP 01/01/2011 12/31/2011 $2,500,000... Executed o 166

3) You can now click the appropriate link to edit, view or take other action for contracts or
amendments.

4) See Renew a Contract for information on how to renew a contract.

5.3 Add a Contract

Follow the steps provided below to add a new contract to the DHHS Open Window system.

1) Select Contracts from the navigation menu and select Add Contract from the sub-navigation
menu or click the Add a New Contract link on the Contract Management Page. The Contract
Details Page displays.
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Worksheets Budget Performance Counties Amendments Attachments

Contract -
Type The Contract Title Here Save
— . Submit
@ @ I EIEEG B - =
Hormal Arial (Fortsze)[v]| B I U & |= = = =% - A - Reset
Request
Contract Review
Purpose Contract
Documents
Check
Spelling
= Gaopy
mlesmn of Information Resource Managememj
Rene!

Iew
Amendment

Report |

Manage Provider Administrators Flasse save your dats befors Using this optien. This is to 2dd now provider sdministrster to the list far
our cumently selected pravider. In-Process
I = Manage Provider Authonized Signatures | Please save your data before using this option. This is to edd new provider Execute
Authoriz=dSignaturs to the list for your cunently selacted provider, E——
Manage Manage Provider Details | Fle ion. This is to manage all data for the cumently selected orovider, Flasss note, this Void
e option opens in & new window and will not refresh the Provide

=lzction ist
P Audit
Determination|

lﬁ. M Conti
Choose Selection =
Contract
Status
startnate || E End Date | RS Issue Date
Date
L R — Amended End Amendment Amendment
Date Total ‘Count

Grand Total

Intent To -
Contract 5
IChnDse Selection

‘Contract Mgr IChnDse Selection

Contract -
Delegate IChoDse Selection

Funding IChDDSE Selection ~| *This selection is used to determine the entry of funding data. either by Budget Year (prorated for reporting by
Rl e bl fiscal year) or by Fiscal Year. This choice has to be made prior to entering funding, performance or provider budget data.

Execution

E
E

) I

2) Enter information about the new contract in the following fields. Fields that require data entry

before the record can be saved are marked with asterisk (*).

a) Contract Number — The system assigns a unique sequential number to the contract record
when it is first saved.

b) Contract Title* — Enter a unique brief contract title that best describes the services being
provided.

c) Contract Purpose* — Enter the purpose of the contract in the rich text field.

Click the Check Spelling icon ( to verify the spelling of the text entered for the Contract
Purpose only.

d) Division* — Select your division from the drop-down list.

e) Section — If defined in the system, select the section within the division that manages the
contracts from the cascading drop-down list.

f) Branch — If defined in the system, select the branch within the division section that manages
the contract from the cascading drop-down list.

g) Provider’s Name, SSN/EIN and Type — Click the Lookup button for the Provider’s Name
field to view the Provider Search popup window. A list of all providers in the system
displays.
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t FPEatalalalalalt~alH i~ H Dk LoL I o ik
-l Choose Provider
1}
Bl | | Type search details here ﬂl -
| |Choose Selection ~| Selection 1
123456789ABCDEFGHIJKLMNOPQRSTUVWXY Z _C
| || Page 1of43 (211items) (<] [1]1 2 3 4 5 & 7 .. 41 42 43 [3] |
5 R
Hame Tax ID Provider Type
Select Al Seasons Termite and Pest Contral HEEERIIGT For-Profit _C
Ashevile-Buncombe Institute of Parity Achieverment — Fwwww 7410 IMon-Profic D
Anson County Schools FEEEEIOGT Local Government
K Always Shred, Inc. dba Proshred Security wEEEEGD14 For-Profit
'[ American Red Cross HHEEERIZ09 MNon-Profit 1
M || Page 1 of 43 (211 items) [1] 2 3 4 5 8 7 41 42 43 (2] | |
] ||
Save | Close |
Al
]
1

To search for providers, select a Providers Type from drop-down list. If the type of provider
being searched is a Local Government or Local Government County, select a Gov Entity
Type from the cascading drop-down list. Click the Search button. Alternatively, conduct a
basic or advanced search to search for the provider using known search criteria such as the
provider’s Tax ID (either EIN or SSN) or the provider’s name. The screen refreshes and
displays a list of providers that match the provider type or criteria you selected or entered.

To quickly find the provider in the list of search results, select the number or letter link
(highlighted by the red circle in the example above) that corresponds to the first number of
the provider’s Tax ID or the first letter of the provider’s name.

To select a provider for the contract, click the Select link for the provider. The selected
provider displays above and below the displayed search results.
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h)

)

Il Doc
Choose Provider
CH
e e e e e
- q
IChDDSE Selection j _R
122456788 ABCDEFCGHIJELMNOPORSTUVIWERYZ —
Search Results il
Provider: Procom Services, TaxID: **** 8694, Type: For-Profit (alllE
Page 3 0f 64 (319tems) (<] 1 2 [31 4 5 6 7 .. 52 53 84 [3] Ri
|-
E
Hame Tax ID Tax ID Type Providers Type Desc | Group Number Teri
Select Procom Services HEEEER604 EIN Far-Profit
Select Polk-Dpss S 4321 EIN Local Government
Select Pasguotank - DSS w4321 EIN Local Government
Selot | Prodioy Diabetes Gare, | wuves 0698 EI For-Prafit
Select Palm Coast Services wEEER2430 SSH Individual
Page 30f 64 (319ftems) (<] 1 2 [31 4 5 6 7 .. 52 53 84 [3]
Provider: Procom Services, TaxID: = 8694, Type: For-Profit
Save | Close |

Click the Save button. The Provider Search window closes and the system populates the
Provider’s Name, SSN/EIN, and Type fields with the provider’s data.

Providers *
Procom Senvices Lookup |
[sswem  [REZRETN For-Prof

Provider Administrator — Select the name of the provider’s contract administrator from the
drop-down list. If the name of the provider’s contract administrator does not display in the list,
you can manage that information after the required contract data is saved. Do not click the
Manage Provider Administrators if you have not saved your data first. See Manage
Provider Administrators, Authorized Signatures and Details for further instructions regarding
managing provider data.

Provider Authorized Signature — Select the name of the individual authorized by the
provider to sign documents for the provider from the drop-down list. If the name of the
individual does not display in the list, you can manage that information after the required
contract data is saved. Do not click the Manage Provider Authorized Signatures if you
have not saved your data first. See Manage Provider Administrators, Authorized Signatures
and Details for further instructions regarding managing provider data.

How Procured* — If the contract was generated from a Request for Application, Request for
Proposal or Request for Quote procurement document, the system populates this field with
RFA, RFP or RFQ as appropriate. If the contract was not competitively bid, select either
Other, Property Release or Waiver from the drop-down list.

NOTE:

If the contract did result from an RFA, RFP or RFQ, add that record to the system first,
and then generate the contract from the RFA, RFP or RFQ.
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k) Contract Selection* — Select the contract type from the cascading drop-down list.

I) Audit Determination* — The system updates the Audit Determination data for the contract
based on what you enter on the Audit Determination Worksheet.

m) Contract Status* — Defaults to “Draft.” The system updates the status based on whether the
contract is being routed for approval, has been executed, has an amendment in process, has
expired, is terminated, or is voided.

n) Renewal —This field displays a link to the original contract record if the new contract has
been created with the Renew function from an existing contract record. The link displayed is
the contract title and contract number.

0) Request— This field displays a link to the record for the original request document if the
contract was created from an existing RFA, RFP or RFQ record. The link displayed is the
title of the RFA, RFP or RFQ.

p) Start Date* — Enter or select the start date for the contract.

NOTE:

If the contract has been generated from a RFA, RFP or RFQ, the Start Date for the
contract must be later than the Award Date for the procurement document. The contract
Start Date must also be before the contract End Date.

g) End Date* — Enter or select the date on which the contract ends.

r) Issue Date — This field displays the issue date for the RFA, RFP or RFQ if the contract was
generated from that type of record.

s) Execution Date — This field displays the date on which the Execution button is clicked for
the contract.

t) Total Amount — The system calculates this field based on the amounts entered for the
Budget sub-item for both the contract and any amendments.

u) Amended End Date — If an amendment has been created that modifies the end date of the
contract, the amendment end date displays here.

v) Amendment Total — If one or more amendments have been created for the contract, the
system calculates this field based on the total amounts entered for the Budget sub-item for the
amendment(s).

w) Amendment Count — If amendments have been created for the contract, this field displays a
link to the Amendment List Tab/List Page where you can choose to navigate to a specific
amendment. The link displayed indicates the number of amendments created to date.

x) Direct Medical — Defaults to “No.” Select Yes from the drop-down list if the contract is for
the provision of direct medical services to the recipients of the service.

y) Consulting — Defaults to “No.” Select Yes from the drop-down list if the contract is for the
provision of consulting.

z) Intent to Renew — Defaults to “Yes.” Select No from the drop-down list if DHHS does not
intend to renew the contract. If you are uncertain if the contract is to be renewed, keep the
default entry. You may change this selection at any time in the future.

The Intent to Renew field is tied to the electronic notification (including emails) for
renewals.
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aa) NC Grants — Enter the grant number if one is used to fund the contracted service.

bb) Contract Admin — Select the name of the DHHS staff member serving as the Contract
Administrator. The Contract Administrator is responsible for the day-to-day activities for this
contract.

cc) Contract Mgr — Select the name of the DHHS staff member serving as the Contract Manager
for the contract.

dd) Contract Delegate — Select the name of the DHHS staff member serving as the delegate for
the Contract Administrator and/or Contract Manager.

NOTE:

If the name of the DHHS staff member does not display in the Contract Admin, Contract
Mgr or Contract Delegate fields as needed, the person has not been designated as
such in the system. Contact your division’s Contract Manager to have the correct
individual added to the system.

ee) Funding Configuration* — Select either Budget by Budget Year or Budget by Fiscal Year
from the drop-down list.

NOTE:

The funding configuration selection you make determines how the contract budget,
performance measures, provider budget, and budgets for subsequent amendments
display and function. For example, if Fiscal Year is chosen for the contract budget, you
will be required to enter performance measures and detailed provider budget by fiscal
years.

3) Click the Check Spelling button to verify spelling for the contract record.

NOTE:

The Check Spelling button checks spelling in all fields except those fields that have a

dedicated Check Spelling icon ( displaying on a toolbar within those fields as is the
case for the Contract Purpose rich text field. The spelling for rich text fields can be
checked only by using their dedicated Check Spelling icon.

4) Click the Save button to save the contract record.

5) If you need to define a new provider administrator or provider authorized signature, see Manage
Provider Administrators, Authorized Signatures and Details. Then select the correct name from
the Provider Administrator and Provider Authorized Signature drop-down lists and click the
Save button to save the updated contract record.

6) Enter the sub-items as required for the contract.

7) Finalize the required contract documents.

8) Once all sub-items are entered, click the Check In button to release the record, and click OK to
confirm the check in of the record.
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NOTE:

When a record is “checked out” to you (or locked by you), it cannot be edited by anyone
until you click the Check In button.

5.3.1 Manage Provider Administrators, Authorized Signatures
and Details

You can manage information for providers if you have the appropriate permissions in the system. Specific
data that can be managed is:

* Provider Administrators

« Provider Authorized Signatures

= Provider Details

e Provider Details Sub-items

5.3.1.1 Manage Provider Administrators

1) Click the Manage Provider Administrator button on the Contract Details Page. The Provider
Administrators Details Page displays.
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2)

3)

4)

Editing Provider Administrators for: 00025541 Test Contract for System Mavigation Guide Check In Submit |

Save Mew
Update
Reset

I

Page 1 of 0 (0 iems)

Page 1 of 0 (0 items)

Address Information {Hide Details) =]
LEEICEERRUCRVUCI | Type The Primary Address Details Here * Save lew

L [l el (e

IChuuse Selection 'I *

Page 1 of 0 (0 tems)

Address Line

One & Address Line Two | City State Zip 5 Zip 4 Address Type

Page 1 of 0 {0 items)

Contact Details Information (Hide Details) =]
Phone Humber | [ * Phone Number Type  |[S e e G

Page 1 of 0 {0 items)

Phone NHumber 4 | Type Description

Page 1 of 0 {0 items)

Enter the address information for the provider in the following fields. Fields that require data
entry before the record can be saved are marked with asterisk (*).

a) Name*

b) Email

Click the Save New button. The name and email address for the provider’s contract administrator
displays in the sub-list at the top of the Provider Administrators Details Page.

Enter the address information for the provider in the following fields. Fields that require data
entry before the record can be saved are marked with asterisk (*).

Address Information Fields

a) Address Line One*

b) Address Line Two

c) City*

d) State — Select the state from the drop-down list.

e) Zip 5* - Enter the five number ZIP code for the provider’s address.

f) Zip 4 — Enter the +4 ZIP code for the provider if known.
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g) Address Type* - Select the appropriate address type from the drop-down list.

5) Click the Save New button. The address displays in the Address Information sub-list. Repeat as
necessary to add all address information for the provider administrator.

6) Enter telephone contact information for the provider administrator in the following fields. Fields
that require data entry before the record can be saved are marked with asterisk (*).
Contact Details Information Fields
a) Phone Number*

b) Phone Number Type* — Select Emergency, Fax, Main or Mobile from the drop-down list
to indicate the type of telephone number being entered.

7) Click the Save New button. The telephone number for provider administrator displays in the
Contact Details Information sub-list. Repeat as necessary to enter all telephone contact
information for the administrator.

8) To edit any of the previously entered address or telephone data for the provider administrator,
click the Edit link in the function column for the data in the appropriate sub-list. Once you have
made your modifications, click the Update button to save your changes.

9) When you have completed entering the data for the provider administrators, click the link to the
contract that displays in the Page Title for the Provider Administrators Details Page. You are now
be able to select to this administrator from the Provider Administrator drop-down list on the
Contract Details Page.

5.3.1.2 Manage Provider Authorized Signatures

1) Click the Manage Provider Authorized Signatures button on the Contract Details Page. The
Provider Authorized Signature Details Page displays.
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Editing Provider Authorized Signature for: 00025541 Test Contract for System Navigation Guide Check In

Save Mew
Update
Reset

Page 1 of 0 (0 items)

Address Information {Hide Details)

__ pe The Primary Address Details Here
_.:5:'5:: name here
IChouse Selection 'I *

Page 1 of 0 (0 tems)

Aoiggress Line | pddress Line Two | City State Zip5 Zip 4 Address Type

Page 1 of 0 {0 items)

Contact Details Information (Hide Details)
ol I'.—:—'— * LR E LD R | Choose Selection vl * Saz sy

Page 1 of 0 {0 items)

Phone Humber 4 | Type Description

Page 1 of 0 {0 items)

2) Enter the address information for the provider in the following fields. Fields that require data
entry before the record can be saved are marked with asterisk (*).

a) Name*
b) Title*
c) Email

3) Click the Save New button. The name, title and email address for the provider’s authorized
signature displays in the sub-list at the top of the Provider Authorized Signature Details Page.

4) Enter the address information for the provider in the following fields. Fields that require data
entry before the record can be saved are marked with asterisk (*).
Address Information Fields
a) Address Line One*
b) Address Line Two
c) City*
d) State — Select the state from the drop-down list.
e) Zip 5* - Enter the five number ZIP code for the provider’s address.
f) Zip 4 — Enter the +4 ZIP code for the provider if known.
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5)

6)

7)

8)

9

g) Address Type* - Select the appropriate address type from the drop-down list.

Click the Save New button. The address displays in the Address Information sub-list. Repeat as
necessary to add all address information for the provider administrator.

Enter telephone contact information for the provider administrator in the following fields. Fields
that require data entry before the record can be saved are marked with asterisk (*).

Contact Details Information Fields

a) Phone Number*

b) Phone Number Type* — Select Emergency, Fax, Main or Mobile from the drop-down list
to indicate the type of telephone number being entered.

Click the Save New button. The telephone number for provider’s authorized signature displays in
the Contact Details Information sub-list. Repeat as necessary to enter all telephone contact
information for the authorized signature.

To edit any of the previously entered address or telephone data for the provider’s authorized
signature, click the Edit link in the function column for the data in the appropriate sub-list. Once
you have made your modifications, click the Update button to save your changes.

When you have completed entering the data for the provider’s authorized signature, click the link
to the contract that displays in the Page Title for the Provider Authorized Signature Details Page.
You are now be able to select to this authorized signature from the Provider Authorized
Signature drop-down list on the Contract Details Page.

5.3.1.3 Manage Provider Details

NOTE:

Only a limited number of users are able to update the data on the Provider Details
Page. If you do not have this access, you can only view the data defined for the
provider.

1)

2)

Click the Manage Provider Details button on the Contract Details Page. The system opens a
new window and the Provider Details Page displays. Click the Check Out button to update the
provider’s information.

Editing Provider: Assoc. for the Advancement of Automotive Medicine
Contacts  Sub Providers Administrators  Auth Signatures  Confracts Documents ToDoltems  Fringe Seftings  Counties

mlﬁssuc for the Advancement of Automotive Medicine * l&

IChuuse Selection j * Choose Selection D
mlchnnse Selection VI lj Reset
Check

Check In

Enter, modify or view the information for the provider in the following fields. Fields that require
data entry before the record can be saved are marked with asterisk (*).

a) Name*
b) Email
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3)
4)
5)
6)

c) Provider Type*

d) Gov Entity Type — this is a cascading drop-down list that is active if you select Local
Government or Local Government County from the Provider Type drop-down list.

e) Status — Select Active, Inactive or Suspended from the drop-down list.
f) OSA Classification
g) TaxID

h) Tax ID Type — Select EIN (Employer Identification Number) or SSN (Social Security
Number) from the drop-down list.

i) Fiscal Year Month — Enter the last month of the provider’s fiscal year.

J) Fiscal Year Day — Enter the last day in the month for the provider’s fiscal year.
k) DUNS#

1) Group Number

Click the Check Spelling button to verify spelling for the provider record.

Click the Save button to save the provider record.

Enter the sub-items as required for the provider record.

Once you have finished managing provider data, close the browser window and select the original
browser window where your contract record is displayed from the Windows Taskbar at the
bottom of your monitor screen.

|d} Startl |G 2@ > | [O]mbox-Mcosoft Out‘..l (33 H:\Projects\Open Wi... kghttns://uatopenwind... bﬂ_] DHHS Open Window ... ] 1] Contract_Webinar_S... | [« O] s:55PM |

5.3.1.4 Manage Provider Details Sub-items

When managing provider details in the system, you can add or manage existing sub-item records for the
provider.

Contacts
Sub Providers
Administrators

Authorized Signatures

Contracts/Amendments

Documents
To Do Items

Fringe Settings
Counties

53.14.1 Manage Contact Data for Providers

1

To enter or manage contact information for the provider, click the Contacts sub-item link that
displays at the top of the Provider Details Page. The Contact Info Details Page displays.
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Editing Contact Info for Provider: Assoc. for the Advancement of Automotive Medicine Check In | Submit |
Contacts  Sub Providers Administrators  Auth Signatures  Confracts Documents ToDoltems Fringe Seftings  Counties
g

Type The Primary Address Details Here : | Sereitem |
TV s Details Here &
O O
Choose Selection 'l"

Page 1 of 0 (0 items)

Address Line

One & | Address Line Two | City State Zip 5 Zip 4 Address Type

Page 1 of 0 (0 items)

Contact Details Information (Hide Details) =]
Phone Number
Phone Number | * ml IChoose Selection 'I =

Page 1 of 0 (0 items)

Save MNew
Update

Phone Number 4 | Extension Type Description

Page 1 of 0 (0 items)

2) Enter the address information for the provider in the following fields. Fields that require data
entry before the record can be saved are marked with asterisk (*).
Address Information Fields
a) Address Line One*
b) Address Line Two
c) City*
d) State — Select the state from the drop-down list.
e) Zip 5* - Enter the five number ZIP code for the provider’s address.
f) Zip 4 — Enter the +4 ZIP code for the provider if known.
g) Address Type* - Select the appropriate address type from the drop-down list.

3) Click the Save New button. The address displays in the Address Information sub-list. Repeat as
necessary to add all address information for the provider administrator.

4) Enter telephone contact information for the provider administrator in the following fields. Fields
that require data entry before the record can be saved are marked with asterisk (*).
Contact Details Information Fields
a) Phone Number*

b) Phone Number Type* — Select Emergency, Fax, Main or Mobile from the drop-down list
to indicate the type of telephone number being entered.

5) Click the Save New button. The telephone number for provider displays in the Contact Details
Information sub-list. Repeat as necessary to enter all telephone contact information for the
authorized signature.
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6) To edit any of the previously entered address or telephone data for the provider’s contact
information, click the Edit link in the function column for the data in the appropriate sub-list.
Once you have made your modifications, click the Update button to save your changes.

5.3.1.4.2 Manage Sub Provider Data for Providers

1) To enter sub provider information for the provider, click the Sub Providers sub-item link that
displays at the top of the Provider Details Page. The Child Providers Details Page displays.

Editing Child Providers for Provider: Assoc. for the Advancement of Automotive Medicine Check In |
Contacts  Sub Providers Administrators  Auth Signatures  Contracts Documents To Doltems  Fringe Seftings  Counties
g

Currently selected Praviders for this item.

Page 1 of 0 (0 tems)

Name Tax ID Tax ID Type Providers Type Desc

Page 1 of 0 (0 tems)

Provider's (Hide Details) =

ype search details here [ Advanced _ Search
Save

Search Results

123456760ABCDEEGHIJKLMNOPORSTUYWXYZ

Page 1 of 87 (431 items) [1] 2 3 4 5 8 7 85 88 87 [3]
r Hame Tax ID Tax ID Type Providers Type Desc
O lﬂ ffg;ﬂﬂf‘ore"mte and | 370132367 ElN For-Profit
O fr‘jg‘ance'caswe"'”“'; T 087654321 Em Local Government
] Albermarle Radiology 562198606 EIN For-Profit
a et e 200758409 m Non-Proft

Anne Johnson/Radiant am - Profi

O Systams 223380026 EIN For-Prafit

Page 1 of 87 (431 items) [1] 2 3 4 56 7 ... 85 8 87 [

2) Review the list of providers displayed at the bottom of the page to find the provider to be
designated as a sub provider. Filter the results by selecting a number or letter link, or conduct a
basic or advanced search to search for the provider.

Once found, select the checkbox for the provider and click the Save button. The selected provider
displays in the Selected Providers sub-list at the top of the page.
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Editing Child Providers for Provider: Assoc. for the Advancement of Automotive Medicine Check In | Submit |
Contacts  Sub Providers  Administrators — Auth Signaturss  Contracts  Documents ToDoltems  Fringe Seftings  Counties
g
Currently selected Providers for this item

Page 1 of 1 (1 ftems) [1]
Hame Tax ID Tax ID Type Providers Type Desc
Delete Albermarle Radiology FEEXEA606 EIN For-Profit
Page 1 of 1 (1 tems) [1]
=
Type search details hers [~ sdvanced __Search
Save
Search Results
123456700ABCDEEGHIJKLMNOPARSTUYWXYZ
Page 1 of 87 (431 items) [11 2 3 4 5 8 7 85 86 87 [2]
] Hame Tax ID Tax ID Type Providers Type Desc
All Seasons Termite and . e
r pest cantrol 270132367 EMN For-Profit
O fr‘jg‘ance'caswe"'”“'; T 087654321 Em Local Government
v Albermarle Radiology 562198606 EIN For-Profit
Alleghany County
| Minsterium, Inc. 200758409 EIM Mon-Profit
Anne Johnson/Radiant am - Profi
| Systems 223350026 EIN For-Profit
Page 1 of 87 (431 items) [1] 2 32 4 5 6 7 85 86 87 [3]

3) Repeat as necessary to select all sub providers for the provider being managed.

4) Toremove a sub provider, click the Delete link in the function column in the Selected Providers

sub-list.

5.3.1.4.3

View Contracts/Amendments for the Provider

1) To view the contracts in the system associated with the provider, click the Contracts sub-item
link that displays at the top of the Provider Details Page. The Contracts Tab/List Page displays.

Contacts  Sub Providers

Contracts

Administrators

Amendments

Auth Signatures

Viewing Contracts and Amendments for Provider: Assoc. for the Advancement of Automotive Medicine CheckIn |

Contracts Documents To Do ltems

Fringe Settings

Counties

Page 1 of 1 (2 items)

[11]

Contract Title Contract Number | Division Start Date | End Date Total Amount Status Amendments
. - Division of Healch o g
AIS Course 00023960 Service Regulation 10/01/2010 0z/01/2011 $22,500.00 Closed 1}
Test Contract for ?;F';i:'aﬂ;n
System Navigation 00025541 oo e 08/01/2011  07/31/2012 Draft i
g Managerment
Page 1 of 1 (2 tems) [1]
Previous Tab [Next Tab
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2) Click the Amendments tab to view contract amendments associated with the provider in the

system. The Amendments Tab/List Page displays.

Viewing Contracts and Amendments for Provider: Assoc. for the Advancement of Automotive Medicine

Contacts  Sub Providers Administrators

Auth Signatures  Confracts Documents To Do ltems

Contracts | Amendments

Fringe Settings  Counties

Page 1 of 0 (0 items)

Execution
Date

=f
[=4
i3

CA# A | Start Date | End Date

Status

Page 1 of 0 (0 items)

Total Amount

Previous Tab Iext Tab

53.144 Manage Documents for Providers

1) To upload documents for the provider, including those to

be used for contracts/amendments, click

the Documents sub-item link that displays at the top of the Provider Details Page. The Contract

Documents Tab/Details Page displays.

Upload File

Viewing Contracts and Amendments for Provider: Assoc. for the Advancement of Automotive Medicine CheckIn |
Contacts Sub Providers Administrators  Auth Signatures Contracts Documents ToDoltems Fringe Seftings Counties
Contracting Documents Fc‘.éférél‘wce Dc.r;umen.t.s
These are files that are specific to the provider. Some of these files will be used for contract/amendment documents.
_I Ercwsem k
I " Ii
Year
|Choose Selection j
Charscters remaining 250
Description ’
e e e e s e [Gsaven]]
Previous Tab | Iext Tab |

2)

Click the Browse button by the File field and navigate to the document that needs to be uploaded

to the system using the Chose File dialog box. Once the file has been selected, click the Open
button in the dialog box. The directory path and name of the file displays in the File field. This

field is required.
3)
4)

Enter a brief title for the attachment in the Title field. This field is required.

Year field.
5)
6)

Select a document type from the drop-down list.

required.
7)
of the page. To view the document, click the title link for the document.

Enter the fiscal year for which the document being uploaded is valid in the Document Fiscal

Enter a detailed description of the document to be uploaded in the Description field. This field is

Click the Upload File button. The document now displays in the Attached File field at the bottom
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To delete a previously uploaded document, click the Delete button next to the document in the
Attached File field, then click the OK button in the confirmation dialog box that displays.

NOTE:

If a newer version of a document is uploaded, the system only displays the latest
version for the specific contract. All provider documents required for a contract must be
uploaded before the system will allow you to generate a contract.

8) To view the reference documents maintained by the department for the provider, click the
Reference Documents tab. The Reference Documents Tab/List Page displays.

Viewing Contracts and Amendments for Provider: Assoc. for the Advancement of Automotive Medicine  CheckIn |
Contacts  Sub Providers Administrators  Auth Signatures  Confracts Documents ToDoltems Fringe Seftings  Counties
Contracting Documents | Reference Documents
Provider Reference Documents
This document fist shows the documents that are references for the Provider, but are maintained by the Department.
-
Notice of Certsin Reporting Metice of Cartain Reporting Fila Type: Word Filz Size: 51200
‘-.
Verificstion Form Yesrly Verificstion Form Yearly File Type: Word Filz Size: 33536
-
32 1430532 GE 1430823 Filz Typ= ile Size: 20480
-
Sift Ban Gift Ban Fila Type: Word Filz Size: 28112
‘-.
Conflict of Intersst Exampls Canflict of Interest Examole File Type: Word Filz Size: 45592
-
Travel Polioy Guidelines Travel Palicy Guidelines File Type: Word Filz Size: 64512
-
NCAC 031 NCAC 03M Fila Type: Word Filz Size: 81440
-
Cash Agvsnos Form Cash Advanocs Form File Type: Word Filz Size: 29184
-
Fegers| Certificstions Combined Fadaral Cartificstions Combined Fila Type: Word File Size: 100352
-
Vender Electronic Bayment Sarm Vender Electranic Payment Form Fila Type: Word Filz Size: 35228
-
Mo Cvergue Tax Certificstion Mo Cverdus Tax Cartification File Type: Word File Size: 31232
-
Conflict of Intersst Adinowledgemant Conflict of Interest Adnowladgamant Fila Type: Word File Size: 45568
-
Froof of Insurance Froof of Insusance File Type: Word Filz Size: 40445
Previous Tab | Mext Tab |

To view a reference document, click the title link for the document.

5.3.1.45 Manage To Do Items for Providers

1) To view the list of to do items related to the budget for the provider in regards to a contract,
amendment or other activities, click the To Do Items sub-link that displays at the top of the
Provider Details Page. The Budget by Contract, Amendment or Activity Tab/List Page displays.
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Editing Pending Items for Provider: Assoc. for the Advancement of Automotive Medicine Check In |

Contacts Sub Providers Administrators  Auth Signatures  Contracts  Documents  To Do ftems

Fringe Settings  Counties

Budget By Contract, Amendment or Activity | Scope of Work

Page 1 of 1 (1 items) [1]

Type Humber Title Division Item Hame A | Item Description
Ente Test Contract for System Division of Information e
it : St Cont " Syst t cont t
RBE:: Contract | 25541 Navigation Guide Resource Management Test Contract for System Ma...| Test contract. Do not use.

Page 1 of 1 (1 items) [1]

Previous Tab | Mext Tab |

2) See Add Budget Data for a Provider for information on how to manage provider budget data for a
contract, amendment or activity.

3) To enter Scope of Work for the provider, click the Scope of Work tab. The Scope of Work
Tab/List Page displays.

Editing Pending Items for Provider: Assoc. for the Advancement of Automotive Medicine Submit |

Contacts Sub Providers Administrators  Auth Signatures Contracts Documents To Doltems  Fringe Sefings  Counties
Budget By Contract, Amendment or Activity | Scope of Work

Page 1 of 0 (0 items)
Edit Type Form Display Name Number Title

Division Edited

Page 1 of 0 (0 items)

Previous Tab | Next Tab |

4) The provider is required to define the scope of any work to be performed. Once the details of the
required Contract Documents are defined or edited, the Scope of Work document displays on
Scope of Work Tab/List Page and an Edit link will be active so you can update this data.

Editing Pending ltems for Provider: New Hanover Regional Medical Center - Demo Check In
Contacts Sub Providers Administrators Contracts Documents To Do ltems

Budget By Contract, Amendment or Activity | Scope of Work

Page 1 of 1 (1 items) [1]

Edit Type Form Display Name Number Title
Edit Contract  Scope of Work 23611
Page 1 of 1 (1 items) [1]

Division Edited
General Communicable Disease Control | Division of Public Health Yes

{PrewousTab H Next Tab ]

More information about this feature will be provided in a future update to this guide.

5.3.1.4.6 Manage Salary Fringe Setting Data for Providers

1) To enter information about how the provider calculates fringe costs for salaries, click the Fringe

Settings sub-link that displays at the top of the Provider Details Page. The Fringe Settings Details
Page displays.
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Editing Fringe Settings for Provider: Assoc. for the Advancement of Automotive Medicine Check In Submit
Contacts  Sub Providers  Administrators  Auth Sionatures  Contracts Documents To Do ltems  Fringe Seftings  Counties

o e [ T o
Choose Selection 'I |Choose Selection j * Update

. Reset
Fringe Setting Choose Selection 'I Fringe Value  |RgrRT alue here

Page 1 of 0 (0 items)

Default Fringe Type Fringe Setting Fringe Group Fringe Value Modified By Modified

Page 1 of 0 (0 items)

2) Enter the salary fringe setting in the following fields. Fields that require data entry before the
record can be saved are marked with asterisk (*).

a) Fringe Group Name*

b) Default Configuration* — Select Yes from the drop-down list to indicate that the fringe
setting is the default fringe calculation to be used for all salaries entered for the provider’s
budgets unless another amount/percentage is set in the budget data.

c) Fringe Type* — Select the type of fringe calculation is being defined from the drop-down
list.

d) Fringe Setting* — Select Numeric or Percentage from the drop-down list.
e) Fringe Value* — Enter either a numeric value or percentage.

3) Click the Save New button. The fringe setting displays in the sub-list at the bottom of the page.
Repeat as necessary to enter all fringe settings for provider salaries.

4) To edit any of the previously entered data for the provider’s salary fringe settings, click the Edit
link in the function column for the data in the sub-list. Once you have made your modifications,
click the Update button to save your changes.

5.3.1.4.7 Manage County Data for Providers

1) To enter counties in which the provider operates, click the Counties sub-link that displays at the
top of the Provider Details Page. The Counties Details Page displays.

Editing Counties for Provider: Assoc. for the Advancement of Automotive Medicine Check In | Submit |

Contacts  Sub Providers Administrators  Auth Signatures Contracts Documents To Do tems  Fringe Seftings  Counties

I alemance [ Buncomee [ chawan 7 Duplin Muitters [ uennsten T mitenen I Penger [T Rutherfars [ vancs Save
" Alexander [ Bune I clay M outhem [ Halifex [ Jones I Mentgemery I Parquimens [ Samosan [ Wake Resst
™ aneghany [ cabemus [ Clevelang [T Edgecombe [T Hamett [ Lee ™ Moore ™ Ferson M scotiang [ wanen
™ 2nzan [T catgwsll [ cowmeus [ Forsytn ™ Haywoos [ Lenair I hash ™ mite ™ Stanly ™ Washingten
| . [~ camaen [ craven ™ Franstin ™ “zngenen [ Lincain :;1": | i [ =toke: I wataugs
™ avery [T cameret [ Cumperang [ Gasten [T serfors [ Macen I~ northampten [ Rangslon [ sumy ™ wayn
I Beautert [ caswell [ cumituse [ Gates I Hoke [ Madisen T Onslow I Richmend [~ swain [ wi
I Bedie [T catawba [ Dare I & ™ Hyde ™ Matin ™ crange M Robeson [ Transylvania [ wilson
" Bizssen [ crstnem [ Dsvigsen [ G I irzgall [~ mcoowat [ Famiice ™ memingham [ Tymanl ™ vsain
r

I Brunswice [ crercwee | Davie Grezns I sczen | Meciencurg [ Pasguctane [ Rowan [ Unien [ vancey

Select All | Un-Select All |

2) Click the checkbox for each county in which the provider operates. If the provider operates in all
counties, click the Select All button. To remove a county selection, click the checkbox again to
erase the checkmark. If you wish to erase all selections, click the Un-Select All button.

3) Click the Save button to save the county data for the provider.
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4) Once all sub-items are entered, click the Check In button to release the record, and click OK to

confirm the check in of the record.

NOTE:

When a record is “checked out” to you (or locked by you), it cannot be edited by anyone
until you click the Check In button.

5.3.2 Add Sub-items for a Contract

Once you add a new contract to the system, you can define one or more of the following sub-items for

that contract.
*  Worksheets
 Budget
« Performance Measures
» Counties
* Amendments
- Attachments

5.3.2.1 Add Worksheet Sub-items for a Contract
1) Click the Worksheets sub-item link that displays at the top of the Contract Details Page. The

Data Entry Checklist Tab displays with an indication of the documentation (worksheets,
estimated budget or performance measures) that is still outstanding.

DHHS Open Window System

Editing Worksheets for Contract: 00025104 Breast and Cervical Cancer Control Progr Check In

Worksheets Budget Performance Counties Amendments Aftachments

Data Entry Checklist | Justification | Audit Determination Questionnaire | HIPAA Questionnaire || IT Questionnaire

Worksheets

Mo Justification data has been entered for the contract
Mo Audit Determination Worksheet data has been entered for the contract
Mo HIPAA Questionnaire data has been entered for the contract

Mo IT Questionnaire data has been entered for the contract
Estimated Budget
& Funding Source data has been entered for the contract
Performance

s Performance data has been entered for the contract.

Previous Tab Next Tab
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NOTE:

If a particular worksheet is not needed, a green checkmark displays with the message
stating that the worksheet is not required for the contract and the worksheet tab will not
display. For example, if your division or section is not a HIPAA covered entity, the Data
Entry Checklist tab will state, “HIPAA Questionnaire data is not required for the contract,
since the Division or Section is not a covered entity.”

2) A Justification Worksheet is needed to create the Justification Memo for the contract, click the
Justification tab. The Justification Worksheet Tab/Details Page displays. The fields that display
depend on the procurement method used to award the contract (Waiver, RFA, RFP or RFQ).

Editing Worksheets for Contract: 00025104 Breast and Cervical Cancer Control Progr Check Qut Submit |

Worksheets Budaet Perdormance Counties Amendments Aftachments

Data Entry Checldist || Justification | Audit Determination Questicnnaire | HIPAA Questionnaire | IT Questicnnaire

Modified By: , Modified Date:

Hame and Title T

this justincation will come from S

Typ 5 Reset
Heed for Service Check
. Spelling |
[ -
E

Justification
pe the reason for the renewal summar, Form
Renewal Summary
[y

This cantract was procured through 8 RFA. e b Bl This contracts sslection choios is Ganars| Contract

Competion Evaluation
Selection RFA Issue Date: , Desdline: , Awsrd Date:

Were cther public sgendies contectea | MO

= *

{4} If na, explain why other public agencies were not contacted or cansidered?

(B 1 Y22, iz thiz 2 multi ageney srajeat? | MO B "

Public Agency

Public Agencies

Explanation

Negotiation Process

(Procured via an RFA, RFP or RFQ)

Previous Tab Mext Tab
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Editing Worksheets for Contract: 00025237 Forensic psychiatry fellows Check Out Submit
Worksheets Budget Pedormance Counties Amendments Aftachments

Data Entry Checldist | Justification | Audit Determination Questionnaire | HIPAA Questionnaire || IT Questionnaire

Modified By: , Modified Date:

=T

T here =
Heed for Service Check
. Spelling
[

- Justification
This centract was procured through = Waiver. Contract Selection This cantract's selecticn choioe is Government. [ —

Form
Competion Evaluation
Selection

[ The requirement is for en suthorized cooperstive project with anctner gavemmentsl unitis) or & charitacle nan-profit crgenization(s). "A Grant in
Centiact Form” is whese s contract is between a state sgency and s spedislized provider such ss s charitable non profit organizaticn. The state sgency is
acting solely as flow-threugh for grant funding. Grants in Caontract Form are managed thiough DHHS Request For Application Process but are exempt from
revigw by State Purchasing and Contracts.

[ Multiple Awards wherety sl cantracters/praviders proven and determined to be ligitle and/or qualified besed on the grant requirement will recsive
funding

[ Fedormance or price competition is nat susilable

™ Needed product or servioe is svailable from only one souroe of supply

I Emargency or prassing ness iz indicstza

[ Comestitien has 22 salicited sut nz sstisfactary offers reosivad

[ Stsnasmaizstion or comestisility is the ovemiging consideration

[ & donstion credicstes the soures of supcly

[ Bamonal or particalar professionsl ssrvices ars requites

[ & particular megicsl croguct or service, or prosthetic spplisncs s nesges

Select Appropriate

Waiver(s) I Preduct or sarvios is nesded for the disebled and there are cvamiding considerations fer its use

™ Additionsl products or services sre nesded to complete an ongsing job or task

™ Froducts are bought for "sver the counter” resale

[7 & particular proguct or servios Is desired for sducstional, training, experiments, develcpmental or Ressarch werk
I_ Eguipment is already instslled, connected and in servios, and it is determined advantageous to purchase it
[ ttems are subject to rapid price fluctustion or immediste acosptance

[/ There is evidence cf resale crice maintenancs or cther contrel of prices, lewful or unlewful, or cellusion on the pert of comeanies which thwerts normal
competitive procedures

[ The smzunt of the purchsse is toc small o justify soliciting competition or where s purchsss is being mads and = satisfsctery price is svallstls from &
previcus contract

[ Rzquirement is for an suthorized cooparstive projec with snather govemments! unitis) or 3 charitstle non-prafit organizstion|s)
[ & used itemis) is 2vailstle on short natios =g subject to prier sale

[ Eroduct or service is svailatls from snother governmants| sgency

[ Agency term contracts list of suppliss spproved by DHHS

Waiver of Competition
lustification

{A} If ne, explain why othes public egencies were not cantact=d or considersd?

Wers other putlic sgencies ccrtscx:—n’7| Mo '] -
(B If Y=z, is this 2 multi 232ney prajee? | MO ol -
Public Al 5

Public Agencies

Negotiation Process

Previous Tak Next Tab

(Procured via a waiver)

3) Enter information about the contract for the Justification Memo in the following fields. Fields that
require data entry before the record can be saved are marked with an asterisk (*).

a) Name and Title* — Enter the name and title of the person to be listed in the From field on the
Justification Memo.
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b)

c)

d)

9)

h)

)

Need for Service* — Enter the description of the need for the service to be provided by the
contract.

Renewal Summary — If the contract is a renewal, enter a summary of the past performance
of the provider.

How Procured — The system populates this field based on the value selected in the How
Procured field on the Contract Details Page.

Contract Selection — The system populates this field based on the value selected in the
Contract Selection field on the Contract Details Page.

Competition Evaluation Selection — The system populates this field with the RFA/RFP/RFP
issue date, deadline and award date from the procurement record, if applicable. No data
displays if the contract was procured via a waiver.

Select Appropriate Waivers — If the contract was procured via a waiver, click the
appropriate waiver checkbox(es). This list of checkboxes displays only if the How Procured
field for the contract is set to “Waiver.”

Waiver of Competition Justification — Enter a justification for the provider selection and
for waiving competition. This field displays only if the How Procured field for the contract is
set to “Waiver.”

Public Agencies

i) Were other public agencies contacted? — Default is “No.” Select yes if your
division/section contacted another public agency in regards to providing this service.

i) (A) If no, explain why other public agencies were not contacted or considered? —
Enter an explanation of why other public agencies were not contacted or considered for
providing this service.

iii) (B) If Yes, is this a multi agency project? — Default is “No.” Select Yes from the
drop-down list if the contract is to support a multi-agency project.

iv) Public Agency and Explanation — If you have contacted, considered or are in
partnership for the project with other public agencies, enter the name of the public agency
and an explanation of the contact/consideration or partnership, and click the Add button.
The public agency displays in the Public Agencies sub-list.

To delete a public agency, click the Delete link.

Negotiation Process — Enter a detailed description of the process used to negotiate a
reasonable cost, as well as a description of how the cost was determined to be reasonable.

4) Click the Check Spelling button to verify spelling for the worksheet.

5) Click the Save button to save the worksheet.

6) Click the Audit Determination Questionnaire tab to enter worksheet data to determine whether
“Financial Assistance” or “Purchase of Service” displays in the Audit Determination field on the
Contract Details Page. The Audit Determination Questionnaire Worksheet Tab/Details Page
displays.
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Editing Worksheets for Contract: 00025104 Breast and Cervical Cancer Control Progr

Worksheets Budget Performance Counties Amendments Aftachments

Data Entry Checklist || Justification | Audit Determination Questionnaire | HIFAA Questionnaire | IT Questicnnaire

Modified By: Joyce Young, Modified Date: 7/21/2011

Check In Submit |

either Financial Assistance {Grant) or Vendor {Purchase of Service).

Instructions: Choose either the yes or no column to answer the question. The list will automatically tally and the results will
display in the total fields. The column with the most points should be 3 good indicator of the designation of the organization -

Determination Factors

Financial
Assistance

Purchase of
Service

Yes

No

Does the provider determine eligibility? (10 points)

-

-

Does the provider provide administrative functions, such as: Develop program
standards, procedures and rules? (5 points)

r

o]

Does the provider provide administrative functions, such as: Program Planning? (5
points)

Does the provider provide administrative functions, such as: Monitoring? (5 points)

Does the provider provide administrative functions, such as: Program Evaluation? (5
points)

Does the provider have responsibility for program compliance? (5 points)

Is provider performance measured against whether specific objectives are met? (5
points)

Does the provider have responsibility for programmatic decision-making? (5 points)

Is the provider objective to carry out a public purpose to support an overall program
objective? {10 points)

o T | e (e T | e I T | N

i T e T | e I T | I

Does the provider have to submit 3 cost report to satisfy a cost reimbursement
arrangement? (5 points)

]

o]

Does the provider have any obligation to the funding authority other than the delivery
of the specified goods/services? (5 points)

@]

@]

Does the provider operate in a noncompetitive environment? (5 points)

Does the provider provide these or similar goods and/or services only to the funding
agency? (5 points)

Does the provider provide these or similar goods and/or services outside normal
business operations? (5 points)

Total

Previous Tab Next Tab |

NOTE:

The system will not display the Audit Determination tab for Personal Service Contracts,
Memorandums of Agreement (MOAS) and Intra-departmental MOAs (IMOAS).

7) Click the checkbox in the Financial Assistance/Yes column or the Purchase of Service/No

8)
9)

Click the Save button to save the worksheet.

column for each Audit Determination question. The system calculates a score to determine what
displays in the Audit Determination field on the Contract Details Page.

Click the HIPAA Questionnaire tab to determine if the provider meets the definition of an
external HIPAA (Health Insurance Portability and Accountability Act of 1996) business
associate. The HIPAA Questionnaire Worksheet Tab/Details Page displays.
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Editing Worksheets for Contract: 00025104 Breast and CervicalCancer ControlProgr

D tEntry Cheklst  Justifcten

Modified By: , Modified Date:

Audit D trinaticn Qu st cnir

HPAA Qu sticnnair.

IT QusticnMir]

Check n |

Your divisionis covered by HRAAPlease complete the questions below -

Secti on Four: Assessment of Service Provided by an outside enti ty (Provider).

1.:ra tn:w e hne
provider to performa
function or activity for,
o onbehalf of ,a DHHS
HIPAA covered heal th
care component?

Yes - Go to Question 2.
No - Stop.Thereis no business associate relatonship.

2.1s the funcion or
enice to be rerndered
by the provider an
activity otherthan
treatment of clients?

Note: The shar ng ofindividually
identifi;Jdc he:lth inform.::ion
with another treatme'lt provider
for treatment purposes orly does
not require a business associate
agreement. See 45 CFR&
164.502(e) (1) (ii)(A)

Yes - Go to Question 3.
No - Stop. Thereino buine.:J ocilte rei:Jtonhip.

3.Does the function or
service to be rendered
by the providerinvdve
the use or disclosure of
the DHHS dvision's,
office’s or section’s
individually identifiade
health information?

Note: Data that does not contain
DHHS indvidually idertifiable
healthinformat on is not covered
by HIPAAand thus does not have
to be protected through a
business associate agreement.

Yes - Go to Question 4.
No - Stop.Thereis no bus rness associ ate relatonship.

4. Are the senices
rendered by staff from
the provider performed
on the premises of the
covered heal th care
component, Ldng the
components resources
and following the
component's pdicies
and procedures?

Note: Whenever a sevice is
rendered on the premisesof a
covered component, Jtiliang the
component's resources and
following the component's pdicies
and procedures, the person
renderng suchservics is
considered a member of the
component's workforce, and is
required to comply vith the
component's privacy olcies and
procedures. No business
assodate agreement is required.

No - Go to Queston 5.
Yes - Stop. There is no business associate relati orship

5.Is the provider
performing a type(s) of
funcion/actvity for, or
on the behalf of, the
DHHS HPAA covered
health component that
is directy related to
the covered health
component s corinued
operation?

Check appropiate senice(s):
I” Attorney Represelting
Agency

I" Benefits Management

I Patent Accounts Billng
I" aams Processing

I ams Admirstraon

I Bill Collections

I Professioral Services

I special Popuation
Assessments

I Data Analysis

I” Data Processng

I" Data Adhinistration

I jcaHo

I Council on Accreditafion
I Re-pricing

I Rate Setting

I Practce Management
I software Support

I ilzation Review

r Qudity Assurance Contract
Analysis

I" Central Office Supenision
I Secuity

I Dietary

I” Machine Maintenance

I” Fadi ty Maintenance

I Landscaping

I Housekeeping

I Hardware Support

I Audits/Surveys

I Purchasing

Yes- You haveident fi ed a business associate

re ationship.

The speci fied functi or/acti vity, which invalves the shar
ng ofindvidually identifiable healthinformation, is provided
by the provider. This constitutes a business assodate
relationship and suchinformaton must be protected the
same as required of the H PAA covered health care
component. There are two types of budness assodate
relationstips : External Business Associ ate relaionship:
You have idenified an external business assodate
relationshipif yauare contractng with any entity outside
DHHS. A Bus ness Assodate Addendum must be
ircludedin the documents package with the standard
contract or MOA. Instructional Note : Open Window is set
up to add the documentautomatcally when answerng
the questi onraire appropriately. Internal Business
Associate relaionshp: You have ideniified an

internal budness associate relationshp If you are
contracting within DHHS (i .e., another divison/office

or your dvision). AnIMOA s required but no business
assodate addendunis necessary because the parties

are subject to DHHSHIPAA policies and procedures.

No - Stop.Thereis no budness associ ate relatonship. A
standard contract, MOA or IMOA may be required;
however, no business associate addendumis necessary.

Secti on Fi ve:Addi ti onalRequir

ements Regarding ExternalBusi

ness Associates

1. Has the Agency Privacy [[p
Official been notified of
ths business associate

relationship?

Note: The Agency Privacy Official

needs to be notified of all
services provided by an internal

or externalbusiness assodate.
Notificat on may be a::canglished
through e-mail.

Yes - Go to Question 2.
Mo - Notify Agency Privacy Official.

2.ceb= T
been thisinternal business
associate relafionshp?

. I e ;; wvtzal
budness associate relatiorships.
Noitification may be a::complshed
through e-mail.

; ;Pr;.associate relatonship has
No - Notify DHHS Piivacy Officer.

Submit |

Previous Tab

Next Teb
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10) Select an answer for each question in the first column, and follow the directions in the last
column to go to additional steps if more information is needed or to stop data entry. The middle
column supplies some notes or asks for additional information as is the case in Question 5. As
you follow the flow of the questionnaire, the last column indicates whether the contract is with a
HIPAA business associate and whether the system adds a Business Associate Addendum to the

list of contract documents.

11) Click the Save button to save the worksheet.

12) Click the IT Questionnaire tab to determine if the contract contains an information technology

component. The IT Questionnaire Worksheet Tab/Details Page displays.

Waorksheets Budget Peformance Counties Amendments Aftachments

Data Entry Checklist | Justification | Audit Determination Questionnaire | HIPAA Questionnaire | IT Questionnaire

Maodified By: , Modified Date:

1.

will/Does the procurement include services for professional and/or personal service contractors for the
purpose of performing IT related services in excess of $5,0007

Examples: computer programming support; computer systems analysis; computer systems security; database
management service; database administration; database monitoring/tuning/backup/recovery; data storage planning
and monitoring; electronic document management services; middleware services; IT project management services; IT
technical writer; IT supplemental staff; IT management; IT standards/best practices for development and
deployment; IT vendor/contract management; data modeling; IT gap analysis

1o

will/Does the procurement include any activities for software development, enhancement, or maintenance
(regardless of specific technical environment)?

Examples: system design; feasibility studies; requirements definition; development of an RFI/RFP/RFQ/RFA or IT
contract; web development; analysis and programming related to delivery of reports/statistical analysis; data
conversion planning and execution

Will/Does the procurement include Hardware or Software, including: (a) the purchase, lease, rent, or repair
and maintenance of IT equipment; (b) the purchase, development, lease, rent or maintenance of computer
software; or (c) related consulting services in excess of $5,0007

Examples:PCs, servers, scanners, printers, commercial off-the-shelf applications (COTS), customized systems,
maintenance on hardware and/or software, IT support, IT Disaster Backup and recovery

will/Does the procurement include Telecommunications or Networking Services components, including: (a)
the purchase, lease, rent, or repair and maintenance of telecommunications equipment; (b) the purchase,
development, lease, rent, or maintenance of networking services; or (c) related consulting services other
than standard internet connections?

Examples:telephone and data communications services and cable installations from the Office of Information
‘Technology Services (ITS) or vendors; desktop support; local area network (LAN]} design/implementation/support/
administration; electronic commerce/EDI services; GIS services; wireless networking; e-mail services; ISP services;
infrastructure planning/deployment/operations such as hardware platforms, computer-related equipment,
telecommunications, systems software, operating systems, and connectivity requirements; configuration management
MNote:Does not include internet connection vwia standard browsers as provided by the State,

[ 1o

Will/Does the procurement include system hosting services?
Examples: web hosting; data warehouse hosting

110

a

Will/Does the procurement include IT Training in excess of $5,000?
Examples:expenses for employee education, training, and registration fees including associated travel costs for IT
related training; assessment of IT training needs; classroom, media-based or other training services

110

Will/ Do the IT expenditures exceed $100,000 over five years?

SB991 requires Project Approval for any initiative with total life cycle costs in excess of $100,000. Total life cycle
costs include costs extending to five years of operations and maintenance costs after implementation costs have
ceased, The costs include internal personnel expenses, which should be approximated as ‘order of magnitude’
estimates. More information can be found on the State Chief Information Officer's website:
http://www.its.state.nc.us/Information/ITPlansBudgetsProjects

If yes, project staff should work with DIRM Compliance Verification Section on SB991 reporting.

will/Does the procurement include ongoing maintenance and/or ongoing operations costs?
Examples:hardware or software maintenance; product release support; help desk support/operations; computer
operations support; scheduling and control operations; printing and distribution operations; data warehouse
operations; IT disaster backup and recovery.

If yes, ensure that the materials submitted to DIRM for review include the plan for maintaining and funding
the ongoing costs.

[ 1o

Will/Does the procurement include any other IT service expenses that are related to IT, but are not
identified above?

Examples:IT graphics and presentation services; IT organizational planning; IT research activities such as research or
evaluation requiring specialized access to DHHS computer systems; HIPAA; 1T security/security planning; IT
policies/procedures for development and deployment; IT architectural design/review; negotiation for an IT
vendor/contract; IT quality assurance activities; data entry operations; IT product and services initial reviews

110

10.

This procurement document requires DIRM review and approval, prior to any RFP issuance, vendor

selection, contract/vendor management, and/or procurement activities.

11.

Has a federal agency required or recommended specific IT products or services for this procurement?

Previous Tab | MNext Tab |

13) Select an answer for each question to determine if the contract has an IT component.

14) Click the Save button to save the worksheet.

5.3.2.2 Add a Performance Measures Sub-item for a Contract

Follow the steps below to define performance measures for a contract.
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1) Click the Performance sub-item link that displays at the top of the Contract Details Page. The

Performance Measures Tab/Details Page displays.

Editing Performance for Contract: 00025561 Test Contract

Worksheets Budget Peformance ©Counties Amendments Attachments

performance Measures | Deliverables

Check In Submit

View Service Performance Measures

udget Year

derived from the contract or amendment start and end dates.

Choose Selection * Preferred Trend IChnnse Selection 'I
Type the measure here

Measure Type

Measure Definition

=
T
CTg
and Calculation i o
ey -

[

Explanatory Notes on SRR
Measures

1 ~| * Please select the budget year you want to manage perfarmance values for. The budgst years are

Save New

Update

Reset

Check
Spelling

IChnnse Selectinnj
-

B
o

Expand All Rows

Collapse All Rows

Page 1 of 0 (0 items)

Measure Type Preferred Trend Measure Baseline Value

Frequency Modified By Modified

Page 1 of 0 (0 items)

Previous Tab | Mext Tab |

2) To view the performance measures defined at the service level, click the View Service
Performance Measures link. A list of the service performance measures display.
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Editing Performance for Contract: 00025561 Test Contract

Worksheets Budaet Pedformance Counties Amendments Atachments

Performance Measures | Deliverables

View Service Performance Measures

Check In Submit

udget Year

derived from the contract or amendment start and end dates

1 ~| * Please select the budget year you want to manage perfarmance values for. The budgst years are

Save New

Update

Measure Type Choose Selection = Preferred Trend IChoose Selection ‘I

Measure Definition

Bl
and Calculation

Explanatory Notes on ype the measure nole here
Measures

Bl
o

IChoose Selectionj
-

Reset

Check
Spelling

Expand All Rows | Collapse All Rows

Page 1 of 0 (0 items)

Measure Type Preferred Trend Measure Baseline Value Frequency

Page 1 of 0 (0 tems)

Modified By

Modified

Previous Tab | Mext Tab |

Review the service performance measures as needed to develop, assess and compare the
performance measures for the contract. To enter performance measures for the contract, click the
link with the name of the contract in the Page Title to return to the Performance Measures

Tab/Details Page.
3)

Enter the information needed to define the performance measures for the contract in the following

fields on the Performance Measures Tab/Details Page. Fields marked with an asterisk (*) require

data entry before the record can be saved.

a)

Budget/Fiscal Year* — The system displays either the Budget Year of Fiscal Year depending

on how the budget was entered for the contract. Select the appropriate year from the drop-

down list for the performance measure that is being defined.
b) Measure Type — Select a measure type from the drop-down list.
c)
the performance measure from the drop-down list.
d)
assessed.

e)

f)
9)
h)
i)
)

defined for the contract.

Actual Value — Enter the actual value of the performance measure.
Data Source* — Enter the data source for the performance measure.

peformance measure is collected and any calcuations applied to the data.

Preferred Trend — Select preferred trend (for example, Increase, Decrease or Maintain) for
Frequency — Select from the drop-down list indicating how often performance is to be
Measure Definition* — Enter a detailed description of the performance measure that is being

Baseline Value* — Enter the baseline value or state for the performance measure.
Target Value* — Enter the numerical goal or objective for the performance measure.

Collection Process and Calculation* — Enter a detailed description of how the data for the
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4)
5)

6)

7)

8)

9)

k) Collection Frequency* — Enter a detailed description of how often the data is collected for
the measure.

I) Data Limitations* — Enter any data limitations for the performance measure.

m) Explanatory Notes on Measures — Enter any additional information concerning the
performance measure.

Click the Check Spelling button to verify spelling for the performance measure for the contract.

Click the Save New button. The performance measure for the contract displays in the sub-list at
the bottom of the Performance Measures Tab/Details Page.

To edit a previously entered performance measure for the contract, click the Edit link in the
function column for the measure in the sub-list at the bottom of the page. Once you have made
your modifications, click the Update button to save your changes.

Before entering another performance measure, enter any deliverables to be delivered by the
provider to assess performance. To define these deliverables, click the Deliverables tab. The
Deliverables Tab/Details Page displays.

Editing Performance for Contract: 00025561 Test Contract Check In

Worksheets Budget Performance Counties Amendments Attachments

Performance Measures || Deliverables

Managing o Save New
Deliverables for Increase population served by 5%
Measure: Update
Type the description here =
Description Check
=l Spelling

Page 1 of 0 (0 items)

Deliverable A | Performance Definition = Description Due Date [c)ta)ga = Modified By Modified
Page 1 of 0 (0 tems)

Previous Tab | Next Tab |

The system displays the measure for which the deliverables are being defined in the Managing
Deliverables for Measure field at the top of the page.

Enter the information needed to define the deliverables for performance measures for the contract
in the following fields. Fields marked with an asterisk (*) require data entry before the record can
be saved.

a) Deliverable* — Enter the name of the deliverable for the performance measure.
b) Due Date* — Enter or select the date on which the deliverable is due to the state.

c) Completed Date — Enter or select the date on which the provider submitted the deliverable to
the state. This field is completed only after receipt of the deliverable.

d) Description— Enter a detailed description of the deliverable.

Click the Check Spelling button to verify spelling for the deliverable for the contract
performance measure.

10) Click the Save New button. The deliverable for the contract performance measure displays in the

sub-list at the bottom of the Deliverables Tab/Details Page.

To edit a previously entered deliverable, click the Edit link in the function column for the
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deliverable in the sub-list at the bottom of the page. Once you have made your modifications,
click the Update button to save your changes.

11) Continue to add deliverables as necessary for all performance measures.

5.3.2.3 Add a Counties Sub-item for Contract

1) To enter the counties to be serviced by the contract, click the Counties sub-link that displays at
the top of the Contract Details Page. The Counties Details Page displays.

Elgldlitf::dgaﬁoL:J:‘lntc:gzdfg;gontract. 00025561 Test Contract Check In Submit |
Worksheets Budget Performance Counties Amendments Altachments
I atsmance [ suncemes T chowsn T puglin ouitters [ sehnsten [ itenen I Fenger [ Rutherters T vance Save
I Alexander [ Bure [ clay I purhem [ Helifex T Jones s [ sampsen [ wake Reset
I anegneny [ ceeam: [ clevelzne [ Edgecemes M scetiang T ws
I ansen [ catgwan [ " [ stanly I wasningt
Countics I sl I cama e " st I Wetauga
| [ Garteet Cie ™ sun
Mgesuret o I cun N [ swei
I Ben | = ™ oen [ Zrang= I sobeson [ Tranzylvanis
e ™ chatham [ Dav [ Famlica ™ Rominghem [ Tymeil
I Brunswick [ Cherchee T Davie I Greene enturg [ Pesguctank || Rowen ™ Unien
Select All | Un-Select All |

2) Click the checkbox for each county to be serviced by the contracted provider. If the contract
applies to all counties, click the Select All button. To remove a county selection, click the
checkbox again to erase the checkmark. If you wish to erase all selections, click the Un-Select
All button.

3) Click the Save button to save the county data for the contract.

5.3.2.4 View Amendments for a Contract

If any amendments have been created already for the contract, you can view the list of amendments via
the Amendments sub-item link.

1) Click the Amendments sub-item link that displays at the top of the Contract Details Page. The
Amendment List Page displays.

Viewing Amendments for Contract: 00025561 Test Contract Check In | Submit |

Worksheets Budaget Performance Counties Amendments Aftachments

Type search details here [~ Advanced Search | 3

Search Results for Contract Amendments

Page 1 of 0 (0 items)

v | Title CA# A | Purpose Start Date | End Date E);z-':::éution Status Total Amount

g
|

Page 1 of 0 (0 items)

2) You can then conduct a search for an existing amendment. Once you locate the amendment, you
can choose to edit, view, enter notes or perform other functions for an amendment by selecting
appropriate function link.
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3) To edit a previously entered amendment, click the Edit link in the function column for the
amendment in the sub-list at the bottom of the page. See Add First Contract Amendment for a
description of the data that is entered for a contract amendment.

4) To add a new amendment, see Add a Subsequent Contract Amendment.

5.3.3 Finalize Required Contract Documents

To build the contract document, you need to first add additional information and required documents to
the system. The Contracts Document feature creates PDF documents based on the data entered for the
contract and additional information that is entered into the specific contract document.

1) Navigate to the contract for which you are adding the contract documents. The Contract Details
Page displays.

2) Click the Contracts Documents button. The Contract Documents Tab/List Page displays (two
examples are provided below).

Editing Documents for Contract: 00022255 Client Services Data Warehouse Support Reload Documents Check In
Contract Documents || Division Reference Documents | Provider Managed Documents | Provider Reference Documents
Build Contract Document
Page 1 of 1 (2 items) [1]
. . Auto = Final
Edit Form Display Name Form Type Attached Edited Package
— General Contract Cover Form Yes Mo Yes
(St Scope of Work Form Yes Mo Yes
Page 1 of 1 (2 items) [1]
Page 1 of 1 (1 items) [1]
Provider
Form Name Document
Status
Federal Certifications Combined Mizsing
Page 1 of 1 (1 items) [1]
Form Marker Map
Previous Tab IMext Tab
Example 1
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3)

4)

5)

6)

7)

8)

9)

Editing Documents for Contract: 00025561 Test Contract Reload Documents | Gheckln | Submit |
Contract Documents | Division Reference Documents || Provider Managed Documents || Provider Reference Documents
Build Contract Document
Page 1 of 1 (4 items) [1]
. . Auto 2 Final

Edit Form Display Name Form Type Attached Edited Package

ek TC Grants Non Gavernmental Inserted Yes No Yes

e SA General Cover Governmental Inserted Yes Ho Yes

Edit SA General Cover Non Governmentzal Inserted fes Mo Yes

Far TC Grants Governmentzl Inserted Yes Mo Yes

Page 1 of 1 (4 items) [1]

Page 1 of 1 (1 items) [1]
Provider

Form Hame Document
Status

501 {CY (3} - Tax Exempt-Verification Form (Annual} Missing

Page 1 of 1 (1 items) [1]1

Form Marker Map
Previous Tab MNext Tab
Example 2

The system displays a list of documents that may be included in the contract based on the data
you entered on for the contract and worksheets. Other documents may also become part of the
final contract package once you edit the General Contract Cover from this listing. The Final
Package column indicates whether the document will be included in the final contract.

If the document requires you to edit it and this has yet to be done, “No” displays in the Edited
column (if already edited, this column displays “Yes”; “N/A” displays if no editing is required or
possible).

Click the Edit function link for the document to enter the data needed. Depending on the
document, the system prompts you to enter text, select checkboxes, upload documents, etc. as
necessary to gather the information needed to create the contract document.

Once you have finished your data entry for the contract document, click the Save button and click
the Return To The Document Lists link to navigate back to the Contract Documents Tab/List
Page.

This page also displays a list of required provider documents, such as Federal Certifications, and
an indication as to whether the documents are missing.

If a document is missing, click document name link and the File Download dialog box displays.
Select Open or Save. If saving the document, browse to a location on your computer or network
in the Save As dialog box, then click the Save button. When the signed document is received
from the provider, scan and upload the document to the system.

You can change the source records for data used in the contract documents via the Form Marker
Map link located at the bottom of the Contract Documents Tab/List Page. Training on this
advanced function will be provided at a later date.

To refresh the list of documents displayed on the Contract Documents Tab/List Page, click the
Reload Documents button.
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NOTE:

If any forms are different from the original listing, any information entered into the old
forms will be lost by having the system replace the old documents with new ones that
will require data entry.

10) To view reference documents for your division, click the Division Reference Documents tab.
The Division Reference Documents Tab/List Page displays.

Editing Documents for Contract: 00022404 Fraud & Abuse Management System Reload Documents Check In Submit

Contract Documents | Division Reference Documents || Provider Managed Documents || Provider Reference Documents

Department Reference Documents
This document list shows the documents that are references for the Department.

-

Emp Rel Quasticnnairs Emp Rel Quasticnnairz Filz Type: Word File Size: 119215
-

Supplementary Grant Informaticn Supplementary Grant Information File Type: Word File Size: 26352
-

Exception Reguest Exception Reguest File Type: Werd Filz Size: 27888
h

Ingirect Cost Rate Indirect Cost Rate File Type: Word File Size: 48128

Previous Tab | Next Tab |

11) Click the link to a division reference document to view it. The system displays the File Download
dialog box. Select Open or Save. If saving the document, browse to a location on your computer
or network in the Save As dialog box, then click the Save button.

12) To view documents supplied by the provider (that is, managed by the providers), click the
Provider Managed Documents tab. The Provider Managed Documents Tab/List Page displays
all the provider documents that have been uploaded to the system.

Editing Documents for Contract: 00022404 Fraud & Abuse Management System Reload Documents | Check In Subrmit

Contract Documents | Division Reference Documents | Provider Managed Documents || Provider Reference Documents

Provider Managed Documents
This document fist shows the documents that the Provider has uploaded in their documents area.

Al Proof of Insurance Frootf of Insurance documentation frem the vendor. File Typa: FOF File Sizas: 5925
L |

-
pd Feders| Cerifications All required federal cerifications. Filz Typa: FOF File Siza: £925
|

-
pd Conflict of Interest Conflict of Interest Adinowledgement form signed by the vendaor. Filz Typ=: PDF File Siza: 5925
o

Previous Tab | Next Tab |

13) Click the link to a provider managed document to view it. The system displays the File Download
dialog box. Select Open or Save. If saving the document, browse to a location on your computer
or network in the Save As dialog box, then click the Save button.

14) To view reference documents for the provider, click the Provider Reference Documents tab.
The Provider Reference Documents Tab/List Page displays.
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Editing Documents for Contract: 00022404 Fraud & Abuse Management System Reload Documents | Check In | Submit |
Contract Documents | Division Reference Documents || Provider Managed Documents || Provider Reference Documents
Provider Reference Documents
This document fist shows the documents that are refarences for the Provider, but are maintained by the Department.

R,
Netios of Certsin Reoorting Natics of Certain Reparting File Type: Waord File Size: 51200

-
Verification Form Yesrly Veification Form Yesrly File Type: Word Fils Size 25828

-
S 143C S 143C ile Type ile Size: 20480

-
Gift Ban Gift Ban File Typa: Word Fils Size: 36112

B
Cenflict of Interest Exsmple Canflict of Interest Example File Type: Word File Size: 48832

-
Trevel Policy Guigelines Travel Palicy Guidelines il= Typ File Size: 84512

R,
NCAC 021 NCAC 02M File Type: Waord File Size: 51440

-
Cash Adusnce Form Cash Advancs Form File Type: Word File Size 25184

-
Feders| Cedifications Combined Federal Certifications Combined File Type: Word File Size: 100252

-
Vengor Electronic Payment Farm Vandor Electrenic Payment Ferm File Typa: Word Fils Size: 25228

B
e Ouerdue Tax Certification Ne Qverdue Tax Certification File Type: Word File Size: 21222

-
Cenflict of Interest Acknowledgement Canflict of Interest Adnowledgement File Type: Word File Size: 45588

R,
Proof of Insurance Proaf of Insurance File Type: Waord Fils Size: 40448

Previous Tab | MNext Tab |

15) Click the link to a provider reference document to view it. The system displays the File
Download dialog box. Select Open or Save. If saving the document, browse to a location on your
computer or network in the Save As dialog box, then click the Save button.

16) To build the final contract document, click the Contract Documents tab.

Editing Documents for Contract: 00025854 Test Contract Reload Documents Check In

Contract Documents || Division Reference Documents | Provider Managed Documents || Provider Reference Documents

Build Contract Document

Page 1 of 1 (3 itemns) [1]

Auto
Attached

Final

Bl Package

Edit Form Display Name Form Type

17) Click the Build Contract Document link at the top of the Contract Documents Tab/List Page.
The system opens a new browser window and displays the contract with all required documents
inserted. You can then view and print the entire contract document as appropriate.

5.4 Request Review of a Contract

Once you have completed data entry, you can request review of the contract data.

1) On the Contract Details Page, click the In-Process button to change the status from “Draft.” The
system updates the status of the document and deactivates the In-Process button.
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sdministrator to the list for your cumently selected proviger.

Provider
Administrator|
T "

Choose Selection = Manage Provider Authorized Signatures | FlEsen Smem m o e aSie 4 TTHET RS T1e v @)

Signature provider Authorized Signature to the list for your cumently selected provider, - 3

Choose Selection * IManage Provider Administrators Fllozos s ima i e i dE T e THSE T Tt TS T Report

Manage Manage Provider Details

P i | Flesse save your dsts before using this option. This is to mansge sll dsts for the cumently sslected provider. Flesse nots, this Terminate
rovider

opticn opens in a new window and will not refresh the Provider Administrators selection list. Void
al

Pl Contract Iﬁ* Audit )
Special Appropriations | * Purmase of Service

he

Contract —

Status 5

EndDate  |IERPIREMIECRS
Date

QR 530.000.00 -;::égsid ?(r:‘:ndment 500 gz:mumem N

The grand total of the contract is $30.000.00. This is a combinatian of the contract and amendment totals.

. Intent Tt -
Consulting JIi[ 'I e LS CER (Vax Chars 15

2) Click the Request Review button. The system displays a warning message that you are
requesting review for the contract.

You have clicked the Request Review button.

This button should only be clicked if you have saved your changes and
are ready to have the data reviewed by an approver.

Ifyou have not saved your changes or are not ready to have the data
reviewed, please click the Cancel button, atherwise click Ok for the
Request Review process to continue.

Cancel

3) To continue with the request for review, click the OK button. If you need to continue to edit the
contract, click the Cancel button to return to the Contracts Details Page.

4) If you have requested review of the contract, the system sends an email to the reviewers so they
can review the contract data.

55 Execute a Contract

Once all DHHS reviewers have approved the contract and all provider and DHHS signatures have been
obtained for the contract, the contract can be executed in the system.

NOTE:
Only users with the appropriate system access can execute a contract in the system.

1) Navigate to the contract that is ready to be executed. The Contract Details Page displays.
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415072386

Provider
Administrator|

Test Contract for System MNavigation guide. Do not use. Reset
Request
Review
Contract
Documents
Check
Spelling
m | Division of Information Resource Management j *
Copy
Providers § e M —_
Assoc for the Advancement of Automotive Medicine i
Type Men-Profit Amendment
Choose Selection 'l Manage Provider Administrators | Plessa ssve your dsts bafors Using this sption. This is to 533 new proviger

sdministrator to the list for your cumently select=d provider

Provider

Report

Choose Selection 'I Manage Provider Authorized Signatures lezez ooz T i foET asin R TTiET. TRE BT 211 To ~

provider AuthcorizedSignature to the list for your cunently s=lected provider. .
IManage Provider Details sfore using this option. This is to manage all deta for the cumently selected provider. Please note, this C}

cption cpens in 8 new window and will not refresh the slection list o

NOTE:

When the contract is ready to be executed, the Execute button is no longer grayed out.

In the example provided above, the contract is ready to be executed and the person
editing the contract has the required system access.

2) Click the Execute button. The system populates the Execution Date field with the current date,
and changes the Contract Status to “Executed.”

5.6

Terminate a Contract

If it is necessary to end a contract before its defined End Date, you can terminate the contract in the

system.

NOTE:

Only users with the appropriate system access can terminate a contract in the system.

1) Navigate to the contract that is ready to be terminated. The Contract Details Page displays.
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Editing Contract: 00024831 Computer Programming Services
Modified By: . Modified Date: 3/30/2011
Warksheets Budaget Performance Counties Amendments Attachments

00024831 ICompuler Frogramming Services

Sixx fEZEE8¢a
Mormal Arial (FuntSlze] B F U &5

Contract resource assist with the development and implementation of NC FAST using Caram Software

<&
O

11
il
1]
i
¥
.
|=
.

mlDlwsmn of Infermation Resource [‘Jlanagementj =

Pl Contract Pl Audit . .
low Procured| IRFF' - IGeneraI Contract > Furchass of Senics
Contract
Freus m

Ratheesh Nair / DataStaff Inc. "

MNew
SSHIEIN 562085408 Type For-Profit Amendment
Provider I Choose Selection 'I Manage Provider Administratars | Plzass szve your data before using this cpticn. This i to add new provider Report
Administrator i . ) — - epo
sdministrator to the list for your cumently selected provider. _ |
Provider T
e vl IChDose Selection 7| Manage Provider Authorized Signatures | Flasss szve your dsts befors Lsing this otion. This s 1o 523 naw InFrocess
pravider AuthorizedSignature o the list for your cumently selected provider. By
Manage IManage Provider Details | Flesse save your dats before using this option. This is te manege sll gata for the cumently selected provider. Plesse note, tris( Terminate
Provider e S [ e T e e e -
El

Submit
Check In

Contract
Documents

2) Click the Terminate button. The system changes the Contract Status to “Terminated” and

updates the Contract End Date.

5.7 Void a Contract

If it is necessary, you can void a contract in the system.

NOTE:

Only users with the appropriate system access can void a contract in the system.

1) Navigate to the contract that is to be voided. The Contract Details Page displays.
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Editing Contract: 00024831 Computer Programming Services
Modified By: . Modified Date: 3/30/2011
Warksheets Budaget Performance Counties Amendments Attachments

00024831 ICompuler Frogramming Services

<&
O

Bix x| EEEF =
Mormal ~ || Arial ~|{Font Size} [~||| B F U &
| | 2] &

Contract resource assist with the development and implementation of NC FAST using Caram Software

mlDlwsmn of Infermation Resource [‘Jlanagementj =
Ratheesh Mair / DataStaff Inc.
662088408 Type For-Proft

sdminisrator to the list for your cunently selecied pravider.

Provider

pravider AuthorizedSignature o the list for your cumently selected provider.

Pl Contract Pl Audit . .
low Procured| IRFF' - IGeneraI Contract > Furchass of Senics
Contract
Freus m

Provider I Choose Selection 'I Manage Provider Administratars | Plzass szve your data before using this cpticn. This i to add new provider
Administrator

Authorized IChDDSB Selection :I' Manage Provider Authorized Signatures | Flezz save your asts bafers Lsing thiz eption. This iz to 209 naw

Manage Manage Provider Details | Flesse tavs your dste bafors Lsing this option. This is to mensge all oata for the cumently sslected provider, Flesie note thiz | te
BT Sefion apans in = new wingew 2nd will Nt refrazh the Provider Administraters selection list

Submit
Check In

Contract
Documents

MNew

2) Click the Void button. The system changes the Contract Status to “Void” and updates the

Contract End Date.

5.8 Add the First Amendment for a Contract

Follow the steps provided below to enter the first amendment for a contract.

1) Navigate to the contract that is to be amended. On the Contract Details Page, click the New

Amendment button. The Amendment Tab/Details Page displays.

DHHS Open Window System Guide v5.doc

Page 96 of 167



System Navigation Guide

DHHS Open Window System

Editing Amendment: 1 Computer Programming Services - Contract: 00024831 Computer Programming Services
Modified By: . Modified Date:
Worksheets Eludgel Performance Counties

Amendment | Amendment List

Amendment Humber &I Amendment Title ICDmputer Programming Services * Save

- Submit

Amendment Purpose ﬂ
[ E Reset

View

Documents

Contract End Date:
e r Contract End Date z
e

_ Fundir iscal Year | *This selection is used to determine the entry of funding data, either by Budget Year (prorated for | Amendment
Funding Configuration FERSTIRE scal year) or by Fiscal Year. This choice has to be made prior to entering funding, performance or provider budget
data. In-Process

Execute
This area is needed only if this contract is being amended to include a name change of the current Provider. Identify the new T
name and Provider 1D below. Mote: this would only be used if the contractor had a legal name change, otherwise you will need to
develop a new contract. Void

Ratheesh MNair / DataStaff Inc * Lookup |
Provider Authorized IChoase Selection 7] Manage Provider Authorized Signatures | Flesse save your dats befors using this oetion. This
Signature — =852 save =fore =} )

is to add new provider AutharizedSignature to the list for your cumently selected provider.

M Provider IManage Provider Details | Pleass  dats o
Flzss= not=, this option opens in s new window and will not refrsh the Fr

Previous Tab MNext Tab

on. This is to manage all dsts for the cumantly selacted providar.

jer Administrators selection list

NOTE:

The New Amendment button is disabled on the Contract Details Page when an
amendment has already been created for the original contract. See Add a Subseguent
Contract Amendment to create another new amendment.

2) Enter information about the new amendment in the following fields. Fields marked with an
asterisk (*) require data entry before the record can be saved. In some cases, note that the system

automatically calculates the data or copies it from the original contract.

a) Amendment Number — The system assigns this number. Defaults to “1” for the first contract

amendment.

b) Amendment Title* — The system populates this from the Contract Title field on the Contract

Details Page. You can leave the title as it is or edit it as necessary.

¢) Amendment Purpose* — Enter a detailed explanation as to why the amendment is being
created for the contract.

d) Amendment Status — Defaults to “Draft.” The system updates this field as appropriate
throughout the approval and execution of the amendment.

e) Total Amount — The system populates this amount from the Budget Details Tab/Details Page

for the Budget sub-item for the amendment.

f) Amendment Start Date * — Enter or select the start date of this amendment. The
Amendment Start Date must be after the Start Date on the Contract Details Page.

g) Amendment End Date * — The system populates this date from the original contract. If the
end date of the amendment is different, enter the correct end date.
h) Amendment Execution Date — The system automatically displays the date the amendment
was moved to the Executed status.

i) Contract End Date Modified — Click this checkbox if the Amendment End Date changes
the end date of the original contract.
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j) Contract End Date — The system populates this date from the original contract. The system
populates this with the Amendment End Date if the Contract End Date Modified checkbox
has been selected.

k) Funding Configuration* — Defaults to the funding configuration set for the contract.

NOTE:

Change the data in the following fields only if the provider has had a legal name change.
If a different provider is needed, create a new contract.

I) Provider Name, SSN/EIN and Type — Click the Lookup button for the Provider’s Name
field to view the Provider Search popup window. A list of all providers in the system

displays.
I 11 =
- Spel
Choose Provider
I— C
I_ ype search details here B
|Chnnse Selection [{e
1Z22EETBEABCDEFGHIJKLMNOFRQRETUNWAYZ ADE]
I_ Rey
” Page 1 of 87 (431 items) [1] 2 2 4 53 68 2 8 86 87 [2) In-Pr
I_ TE Exe
Ay Tlerf
- HName Tax ID Tax ID Type Providers Type Desc | Group Number Vi
= —
ot Al Seasons Termite e .
_— I— Selec and Pest Control 2367 EIMN For-Profit 01
Select  ARMBNCE-CASWELIME | s 4321 EIN Local Government
I— Select Albermarle Radiology FHEEEERENG EIN For-Profit 01
. Alleghany County | scces
Sell Ministerium, nc. 8409 EIN Hon-Profit 01
. Anne Johnson/Radiant - . rDrofi
Sef Systems 00ze EIN For-Profit
| I' Page 1 of 87 (431 items) [11 2 2 4 56 7 .. 85 88 87 (3]
I_ Save | Close |
4| 3

AL R SR LA N T N R Y

To search for providers, select a Providers Type from drop-down list. If the type of provider
being searched is a Local Government or Local Government County, select a Gov Entity
Type from the cascading drop-down list. Click the Search button. Alternatively, conduct a
basic or advanced search to search for the provider using known search criteria such as the
provider’s Tax ID (either EIN or SSN) or the provider’s name. The screen refreshes and
displays a list of providers that match the provider type or criteria you selected or entered.

To quickly find the provider in the list of search results, select the number or letter link
(highlighted by the red circle in the example above) that corresponds to the first number of
the provider’s Tax ID or the first letter of the provider’s name.

To select a provider for the amendment, click the Select link for the provider. The selected
provider displays above and below the displayed search results.
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I Doc
Choose Provider
(Zhi
Type search details here Sp
q
IChnnae Selection j _R
1Z22EfT5EAELDEFEHIJKELMNOPOQRETUNWEYE —
Search Results i
Provider: Procom Services, TaxID: ***** 8694, Type: For-Profit Farig
Page 3 of 54 (319items) (x] 1 2 [3] 4 5 & 7 62 63 54 [3) ot
-2
E
Hame Tax ID Tax ID Type Providers Type Desc | Group Number Ter
Procom Services 9694 EIN For-Profic
Pok-pss 0 EmEE= 4321 EIN Local Government
Select Pasquotank - DSS mmmE=Eg3E1 EIN Local Government
Selct | Prodioy DEbefesCare, | s 0608 Em For-Profic
Select Palm Coast Services FEREEI430 SSHM Indmwidual
Page 3 of 64 (319items) (k] 1 2 [3] 4 5 & 7 62 63 84 [2]
Provider: Procom Services, TaxID: ***** 8694, Type: For-Profit
Save | Close |

Click the Save button. The Provider Search window closes and the system populates the
Provider’s Name, SSN/EIN and Type fields with the provider’s data.

Procom Senvices
[sswem  [EEAEEN

Lookup |

3)
4)
5)
6)

Click the Save button to save the amendment record.

Click the Manage Provider Details button to update the provider’s record in the system.

Enter the sub-items as required for the amendment record.

Enter the required amendment documents.

7)

confirm the check in of the record.

Once all sub-items are entered, click the Check In button to release the record, and click OK to

NOTE:

When a record is “checked out” to you (or locked by you), it cannot be edited by anyone
until you click the Check In button.

You must check in the contract record associated with the amendment separately. Each
contract and each amendment is considered a separate data record by the system and
is checked out individually.

5.8.1

Add Sub-items for an Amendment

As for contracts, the following sub-items can be defined for a contract amendment.
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* Worksheet

e Budget
e Performance

 Counties

5.8.1.1 Add Worksheet Sub-items for an Amendment

1) Click the Worksheets sub-item link that displays at the top of the Amendment Tab/Details Page.
The Data Entry Checklist Tab displays with an indication of the documentation (worksheets,
estimated budget or performance measures) that is still outstanding for the amendment or the
original contract.

Worksheets Budget Performance Counties

Data Entry Checklist | Justification || HIPAA Questionnaire || IT Questionnaire

Worksheets

No Justification data has been entered for the contract amendment

Mo HIPAA Questionnaire data has been entered for the amendment

MNo 1T Questionnaire data has been entered for the contract
Estimated Budget

Mo Funding Source data has been entered for the contract amendment
Performance

No Performance data has been entered for the contract amendment.

Previous Tab IMext Tab

NOTE:

If a particular worksheet is not needed, a green checkmark displays with the message
stating that the worksheet is not required for the amendment and the worksheet tab will
not display. For example, if your division or section is not a HIPAA covered entity, the
Data Entry Checklist tab will state, “HIPAA Questionnaire data is not required for the
amendment, since the Division or Section is not a covered entity.”

The system will not display the Audit Determination worksheet tab as this is set at the
contract level.

2) If aJustification Worksheet is needed to create the Justification Memo for the amendment, click
the Justification tab. The Justification Worksheet Tab/Details Page displays.
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Worksheets Budget Performance Counties

Data Entry Checklist | Justification || HIP&A Questionnaire || IT Questionnaire

T| the name and title of the person this justification will come from - Save
ges to contre i

Reset

Justification Form

Other Reason Type the Other Reason here

Type why this justification is needed here =
Amendment
Summary
="

Previous Tab | Mext Tab |

3) Enter information about the amendment for the Justification Memo in the following fields. Fields
that require data entry before the record can be saved are marked with an asterisk (*).

a) Name and Title* — Enter the name and title of the person to be listed in the From field on
the Justification Memo.

b) Time Period Changed — Click the Changes to contract period of time checkbox if the
amendment changes the contract end date, then click the Extend the termination date
checkbox if the amendment extends the end date of the contract.

c) Changes to Scope or Amendment — Click the Changes to the original scope of work or
previous amendment checkbox if the amendment changes the scope of work as stated in the
original contract or prior amendment, then click one or more of the following checkboxes as
appropriate:

i) Add new requirements
i) Delete existing requirements
iii) Modify previous amendment requirements

d) Change Funding- Click the Changes to funding amount checkbox if the amendment
changes the funding amount stated in the original contract or prior amendment, then click one
or more of the following checkboxes as appropriate:

i) Increase funds
i) Decrease funds

e) Other Reason — Enter a detailed description of any other reason for the amendment that is
not covered in the previous fields.

f)  Amendment Summary — Enter a detailed justification for the amendment corresponds with
the previous items selected (described in humbers b—e above) on the Justification Worksheet
Tab/Details Page.

4) Click the Check Spelling button to verify spelling for the worksheet.
5) Click the Save button to save the worksheet.

6) Click the HIPAA Questionnaire tab to determine if the provider meets the definition of an
external HIPAA (Health Insurance Portability and Accountability Act of 1996) business associate
for the amendment. The HIPAA Questionnaire Worksheet Tab/Details Page displays.
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Duft<! Entry Checklst  Jusifcolton

HPAA Questicnvlire

IT.Q;5tonsire;

Section Four: Assessment of Service Provided by illn outside entit

Your divisioris covered by HIPAA _Please complete the questions below _

(Provider).

1.a relafionship been
mitated that albws the
provider to perform a
function or ac tivity for,
or on behalf of,a DHHS
HIPAAcovered heal th
care component?

Yes - Go to Questbn 2
No - Stop.There is no business associate relationship.

N}

. Is the function or
service to be rendered
by the provider an
ac tivi ty other than
treatment of clients?

Note: The shaing of individually
identfiable health information
with another treatment provider
for treatment purposes orly does
not require a budress assodate
agreement. See 45 CFR §
164.502(e)() (i) (A)

Yes - Go to Questbn 3.
No - Stop. There is no business associate relationship.

3.Does the function or
service to be rendered
by the providerinvolve
the use or disclosure of
the DHHS division's,
office’s or section's
indi viduall identifiable
health informaton?

Note: Data that does not contain
DHHS indvidually identifiable
healthinformafion is not covered
by HIPAAand thus does not have
to be protected througha
business associ ate agreement.

Yes - Go to Question 4
No - Stop. There is no business associ ate relationship.

4. Are the senvices
rendered by staff from
the provider performed
on the premises of the
covered heal th care
component, tang the
components resources
ard following the
component's pdicies
ard procedures?

Note: Whenever a service is
rendered on the premises of a
covered component, utilang the
comporent’s resouces and
following the component’s pdicies
and procedures, the person
rendering stch services is
considered a member of the
comporent’s workforce, and is
required to comply with the
components privacy policies and
procedures. No business
assodate agreementis required.

No - Go to Question5.
Yes - Stop. There is no business associate relati onsHp

5. s the provider
performing a type(s) of
functiorv/activity for, or
on the behal f of, the
DHHAS HPAA covered
health component that
is directly related to
the covered health
components continued
operation?

Check appropriate service(s):
I" Attorney Representing
Agency

I” Benefits Management

I" Patient Accounts Bliing

I Cldms Processing

I Clams Administration

I gl Collections

I Professional Senices

I” special Populaiion
Assessments

I Data Analysis

I” Data Processng

I Data Adninistration

I jcaHo

I council on Accreditation
I Re-pricing

I Rate Setting

I Practice Management

I software Support

I utii

r Qudity Assurance Contract
Analysis

ation Review

I” Central Office Supervision
I securi ty

I Dietary

I” Machine Maintenance

I” Fadili ty Maintenance

I Landscaping

I Housekeeping

I Hardware Support

I Audits/Surveys

I Purchasing

Yes - Youhave ideniifi ed a business

associate re ati onship.

The specified functiorvactivity , which involves the
shaing of individually identifiable healthinformation, is
provided by the provider. This constitutes a business
associate relationship and suchinformation must be
protected the same as required of the HPAA covered
health care component. There are two types of budress
associate relationships : External Business Associate
relafionship: You have identified an external business
associate relationshipif you are contracting with any
entity outside DHHS. A Business Associate Addendum
must be included in the documents package with the
standard contract or MOA. Instructional Note : Open
(Window is set up to add the documentautomatically
(when answeing the questionnaire appropriately. nternal
Business Associate relationship: You have identified an
internal budness associate relationshipll f you are
contracting within DHHS (i.e., another divisior/office or
your division) . AnIMOA is required but no business
associate addendumis recessary becauwse the parties
are subject to OHHS HPAA pdidies and procedures..

No - Stop.There is no business associate relationship. A
standard contract, MOA or MOA may be required;
however, no business associate addendum is necessary .

Secti on Fi ve : Addi ti onallRequi

rements Regarding ExternalBusi

ness Associates

1. Has the Agency Privacy [[p
Official been notified of
this business assodate

relationship?

Note: The Agency Privacy Official
needs to be notified of all
services provided by an internal
or externalbusiness assodate .
Notificaion may be accomplished
through e-mail.

Yes - Go to Question 2.
No - Notify Agency Privacy Official.

[N

. Has the DHHS Privacy |No

Nfficer haan natified af
thisinternal budness
associate relationship?

Note: The DHHS Privacy Officer
neeads ta he natified af all intarnal
business associate relationshps.
Notificaion may be ace omplished
throudgh e-mail

Yes - Internal business assodate relationship has been
properly acknowledged
No - Notify OHHS Privacy Officer.

Save

Reset

Previous Tab

Next Tab

7) Select an answer for each question in the first column, and follow the directions in the last

column to go to additional steps if more information is needed or to stop data entry. The middle
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8)
9)

10) Select an answer for each question to determine if the amendment has an IT component.

column supplies some notes or asks for additional information as is the case in Question 5. As
you follow the flow of the questionnaire, the last column indicates whether the amendment is
with a HIPAA business associate and whether the system adds a Business Associate Addendum

to the list of amendment documents.

Click the Save button to save the worksheet.

Click the IT Questionnaire tab to determine if the amendment contains an information

technology component. The IT Questionnaire Worksheet Tab/Details Page displays.

Worksheets Budoet Performance Counties

Data Entry Checklist || Justification || HIPA& Questionnaire | IT Questionnaire

1. (|will/Does the procurement include services for professional and/or personal service contractors for the I[-m j
purpose of performing IT related services in excess of $5,000?
Examples: computer programming support; computer systems analysis; computer systems security; database
management service; database administration; database monitoring/tuning/backup/recovery; data storage planning
and monitoring; electronic document management services; middleware services; IT project management services; IT
technical writer; IT supplemental staff; IT management; IT standards/best practices for development and
deployment; IT vendor/contract management; data modeling; 1T gap analysis

2. ||will/Does the procurement include any activities for software development, enhancement, or maintenance I[-m j
(regardless of specific technical environment)?
Examples: system design; feasibility studies; requirements definition; development of an RFI/RFP/RFQ/RFA or IT
contract; web development; analysis and programming related to delivery of reports/statistical analysis; data
conversion planning and execution

3. ||will/Does the procurement include Hardware or Software, including: (a) the purchase, lease, rent, or repair |I-Ju j
and maintenance of IT equipment; (b) the purchase, development, lease, rent or maintenance of computer
software; or (c) related consulting services in excess of $5,000?
Examples:PCs, servers, scanners, printers, commercial off-the-shelf applications (COTS), customized systems,
maintenance on hardware and/or software, IT support, IT Disaster Backup and recovery

4. ||Will/Does the procurement include Telecommunications or Networking Services components, including: (a) IHD d
the purchase, lease, rent, or repair and maintenance of telecommunications equipment; (b) the purchase,
development, lease, rent, or maintenance of networking services; or (c) related consulting services other
than standard internet connections?
Examples:telephone and data communications services and cable installations from the Office of Information
ITechnology Services (ITS) or vendors; desktop support; local area network (LAN) design/implementation/support/
administration; electronic commerce/EDI services; GIS services; wireless networking; e-mail services; ISP services;
infrastructure planning/deployment/operations such as hardware platforms, computer-related equipment,
telecommunications, systems software, operating systems, and connectivity requirements; configuration management
Note:Does not include internet connection via standard browsers as provided by the State.

5. ||Will/Does the procurement include system hosting services? |HU j
Examples: web hosting; data warehouse hosting

6. ||Will/Does the procurement include IT Training in excess of $5,000? IHD j
Examples:expenses for employee education, training, and registration fees including asseociated travel costs for IT
related training; assessment of IT training needs; classroom, media-based or other training services

7. ||will/Do the IT expenditures exceed $100,000 over five years? IHD j
SB991 requires Project Approval for any initiative with total life cycle costs in excess of $100,000. Total life cycle
costs include costs extending to five years of operations and maintenance costs after implementation costs have
ceased. The costs include internal personnel expenses, which should be approximated as "order of magnitude’
estimates. More information can be found on the State Chief Information Officer’s website:
http://www.its.state.nc.us/Information/ITPlansBudgetsProjects
If yes, project staff should work with DIRM Compliance Verification Section on $8991 reporting.

3. ||Will/Does the procurement include ongoing maintenance and/or ongoing operations costs? IHD j
Examples:hardware or software maintenance; product release support; help desk support/operations; computer
operations support; scheduling and control operations; printing and distribution operations; data warehouse
operations; IT disaster backup and recovery.
If yes, ensure that the materials submitted to DIRM for review include the plan for maintaining and funding
the ongoing costs.

9. |[Will/Does the procurement include any other IT service expenses that are related to IT, but are not IHD d
identified above?
Examples:IT graphics and presentation services; IT organizational planning; IT research activities such as research or
evaluation requiring specialized access to DHHS computer systems; HIPAA; IT security/security planning; IT
policies/procedures for development and deployment; IT architectural design/review; negotiation for an IT
vendor/contract; IT quality assurance activities; data entry operations; IT product and services initial reviews

10.|[This procurement document requires DIRM review and approval, prior to any RFP issuance, vendor |HU j
selection, contract/vendor management, and/or procurement activities.

11.||[Has a federal agency required or recommended specific IT products or services for this procurement? IHD j

Previous Tab | MNext Tab |

11) Click the Save button to save the worksheet.

5.8.1.2 Add a Performance Measures Sub-item for an Amendment

Follow the steps below to define performance measures for an amendment.

1) Click the Performance sub-item link that displays at the top of the Amendment Tab/Details

Page. The Performance Measures Tab/Details Page displays.
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Editing Performance for Amendment: 1 Computer Programming Services - Contract: 00024831 Computer Check In | Fo—
Programming Services -
Worksheets Budget Performance Counties
Ferformance Measures | Deliverables
View Service Performance Measures
Fiscal Year 1900 ~| * Please select the budget year you want to manage performance values for. The budget years are Save New
derived from the contract or amendment start and end dates Update
Choose Selection x Choose Selection x IChuuse Selectlunj Reset
Type the measure here A Check
Measure Definition Spelling
’.:5:-'5-"535.-5::355 ne value here -
:
Collection Process o
and Calculation L=
Explanatory Notes on pe the measure note nere =
Measures _I
Expand All Rows | Collapse All Rows
Page 1 of 0 (0 ems)
Measure Type Preferred Trend Measure Baseline Value Frequency Modified By Modified
Mo data to display
Page 1 of 0 (0 items)
Related Performance Measures
Page 1 of 0 (0 items)
CA# | Measure Type Preferred Trend Measure Frequency Modified By Modified
Page 1 of 0 (0 items)
Previous Tab | MNext Tab |

2) To view the performance measures defined at the service level, click the View Service

Performance Measures link. A list of the service performance measures display.

Viewing Performance for Services - Return To Contract Performance:

Check In Submit |

Page 1 of 0 (0 items)

Service

Name “
. Explanatory
Measure Preferred Baseline Target )
Type Trend Measure Value Value ::lil%gisu‘r):s Fiscal Year

Page 1 of O (0 items)

Collection
Process
and
Calculation

| Collection

Frequency | ErEQUENcy

Review the service performance measures, if any are listed, as needed to develop, assess and
compare the performance measures for the amendment. To enter performance measures for the
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3)

4)

5)

6)

amendment, click the link with the name of the amendment in the Page Title to return to the
Performance Measures Tab/Details Page.

Enter the information needed to define the performance measures for the amendment in the
following fields on the Performance Measures Tab/Details Page. Fields marked with an asterisk
(*) require data entry before the record can be saved.

a) Budget/Fiscal Year* — The system displays either the Budget Year of Fiscal Year depending
on how the budget was entered for the amendment. Select the appropriate year from the drop-
down list for the performance measure that is being defined.

b) Measure Type — Select a measure type from the drop-down list.

c) Preferred Trend — Select preferred trend (for example, Increase, Decrease or Maintain) for
the performance measure from the drop-down list.

d) Frequency — Select from the drop-down list indicating how often performance is to be
assessed.

e) Measure Definition* — Enter a detailed description of the performance measure that is being
defined for the amendment.

f) Baseline Value* — Enter the baseline value or state for the performance measure.

g) Target Value* — Enter the numerical goal or objective for the performance measure.
h) Actual Value — Enter the actual value of the performance measure.

i) Data Source* — Enter the data source for the performance measure.

j) Collection Process and Calculation* — Enter a detailed description of how the data for the
peformance measure is collected and any calcuations applied to the data.

k) Collection Frequency* — Enter a detailed description of how often the data is collected for
the measure.

I) Data Limitations* — Enter any data limitations for the performance measure.

m) Explanatory Notes on Measures — Enter any additional information concerning the
performance measure.

Click the Check Spelling button to verify spelling for the performance measure for the
amendment.

Click the Save New button. The performance measure for the amendment displays in the sub-list
at the bottom of the Performance Measures Tab/Details Page.

To edit a previously entered performance measure for the amendment, click the Edit link in the
function column for the measure in the sub-list at the bottom of the page. Once you have made
your modifications, click the Update button to save your changes.

Before entering another performance measure, enter any deliverables to be delivered by the
provider to assess performance. To define these deliverables, click the Deliverables tab. The
Deliverables Tab/Details Page displays.
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Editing Performance for Amendment: 1 Computer Programming Services - Contract: 00024831 Computer -
Programming Services Check In Sutmit

Worksheets Budget Performance Counties

Performance Measures || Deliverables

Managing ) . Save Mew
Deliverables for Quality analyst programmer work must be provided
Measure: Update

Deliverable Type the name here * B completed Date | i Reset
=

Type the description here
Description Check
« Spelling |
el

Page 1 of 0 (0 items)

Deliverable A | Performance Definition | Description Due Date %‘M Modified By Modified

Page 1 of 0 (0 items)

Previous Tab | Next Tab |

7) The system displays the measure for which the deliverables are being defined in the Managing
Deliverables for Measure field at the top of the page.

8) Enter the information needed to define the deliverables for performance measures for the
amendment in the following fields. Fields marked with an asterisk (*) require data entry before
the record can be saved.

a) Deliverable* — Enter the name of the deliverable for the performance measure.
b) Due Date* — Enter or select the date on which the deliverable is due to the state.

c) Completed Date — Enter or select the date on which the provider submitted the deliverable to
the state. This field is completed only after receipt of the deliverable.

d) Description— Enter a detailed description of the deliverable.

9) Click the Check Spelling button to verify spelling for the deliverable for the amendment
performance measure.

10) Click the Save New button. The deliverable for the amendment performance measure displays in
the sub-list at the bottom of the Deliverables Tab/Details Page.

To edit a previously entered deliverable, click the Edit link in the function column for the
deliverable in the sub-list at the bottom of the page. Once you have made your modifications,
click the Update button to save your changes.

11) Continue to add deliverables as necessary for all performance measures.

5.8.1.3 Add a Counties Sub-item for Amendment

1) To enter the counties to be serviced by the amendment, click the Counties sub-link that displays
at the top of the Amendment Tab/Details Page. The Counties Details Page displays.
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Editing Counties for Amendment:
Check |
Modified By: . Modified Date _Creskin |

Worksheets Budget Performance Counties

[ Alamance [ Buncamee [T chowan [ Duglin M cuitters T sannsten T Mitchen [ Panger [T Ruthertars T vancs Save
[ tlexander [ Bure [ clay [ ourram [ wstitae [ Jones [ Montgomany [ Pamuimans [ sampsan [ Reset
[T alleghany [ cabamus [T Clevelang [T Edgecombe [T Hamett [T Lee ™ Moose [ Person M scotiang Mw
[~ ansen M csigwen [ columoss [ Fompn ™ Hsywoes [ Lenzir ™ hash ™ mite ™ staniy ™ washingte
Counties [ ashe [T comaen [ Craven [T frendlin [ Hendesen [ Lincaln r—';-:; [ Fale [ siokes I wetsugs
™ avary I cansest [ cumesdzne [ Gasten I senfers [ Mizcen [ Nertnampion [ Randeien [ sumy ™ wayn
[eeavtot [ caswen  [oumtuae [ Gates I Hoke T magisan [ onsiow [T ricimena [ swain T witkes
[ Baniz I catswzs [ Dare [ Graham I tiya= I ttartin [ Crang= [ ackasen [ Transylvania [ wilsen
[ gissen [ chsthar [ Dsvidsen [ Gesnville [ irmaianl M metewal [ Pamlice [ 2cmingham [ Tymall I v ackin
[T Brunswick [ Cherokee [ Davie [ Greene M Jagson [ Meddenburg [ Pasquotans [ Rowan ™ Union ™ vancey
Select All | Un-Sslect All |

2) Click the checkbox for each county to be serviced by the contracted provider. If the amendment
applies to all counties, click the Select All button. To remove a county selection, click the
checkbox again to erase the checkmark. If you wish to erase all selections, click the Un-Select
All button.

3) Click the Save button to save the county data for the amendment.

5.8.2 Finalize Required Amendment Documents

To build the amendment document, you need to first add additional information and required documents
to the system. The Amendments Document feature creates PDF documents based on the data entered for
the amendment and additional information that is entered into the specific amendment document.

1) Navigate to the amendment for which you are adding the amendment documents. The
Amendment Tab/Details Page displays.

2) Click the Amendments Documents button. The Amendment Documents Tab/List Page displays.

Editing Documents for Amendment: Desktop Support Services - Contract: 00023842
Desktop Support Services

Amendment Documents || Division Reference Documents || Provider Managed Documents | Provider Reference Documents

Reload Documents | Check\nl Submit |

Build Contract Document

Page 1 of 1 (2 items) 1]
. . Auto - Final
Edit Form Display Name Form Type Attached Edited Package
Amendment Contract Template Inserted ‘fas N/A Yas
Edit Scope of Work Form Yes Mo Yes
Page 1 of 1 (2 items) 1]
Page 1 of 1 (1 items) [1]
Provider
Form Hame Document
Status
Federal Certifications Combined Mizsing
Page 1 of 1 (1 items) [11

Form Marker Map

Previous Tab Iext Tab
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3) The system displays a list of documents that may be included in the amendment based on the data
you entered on for the amendment and worksheets. The Final Package column indicates whether
the document is to be included in the final amendment.

4) If the document requires you to edit it and this has yet to be done, “No” displays in the Edited
column (if already edited, this column displays “Yes”; “N/A” displays if no editing is required or
possible).

5) Click the Edit function link for the document to enter the data needed. Depending on the
document, the system prompts you to enter text, select checkboxes, upload documents, etc. as
necessary to gather the information needed to create the amendment document.

6) Once you have finished your data entry for the amendment document, click the Save button and
click the Return To The Document Lists link to navigate back to the Amendment Documents
Tab/List Page.

7) This page also displays a list of required provider documents such as Federal Certifications and
an indication as to whether the documents are missing.

If a document is missing, click document name link and the File Download dialog box displays.
Select Open or Save. If saving the document, browse to a location on your computer or network
in the Save As dialog box, then click the Save button. When the signed document is received
from the provider, scan and upload the document to the system.

8) You can change the source records for data used in the amendment documents via the Form
Marker Map link located at the bottom of the Amendment Documents Tab/List Page. Training
on this advanced function will be provided at a later date.

9) To refresh the list of documents displayed on the Amendment Documents Tab/List Page, click
the Reload Documents button.

NOTE:

If you any forms are different from the original listing, any information entered into the
old forms will be lost by having the system replace the old documents with new ones
that will require data entry.

10) To view reference documents for your division, click the Division Reference Documents tab.
The Division Reference Documents Tab/List Page displays.

Editing Documents for Amendment: Desktop Support Services - Contract: 00023842
Desktop Support Services

Amendment Documents | Division Reference Documents || Provider Managed Documents | Provider Reference Documents

Reload Documents Check In Submit

Department Reference Documents
This document list shows the documents that are references for the Department.

Emp Rel Questionnsine Emp Rel Questionnsire File Type: Word File Size: 118215

Supplementary Gant Informsation Supplementary Grant Information File Type: Word File Size 368352

Exception Reguest Exception Request File Type: Word File Size 37838

Ingdirect Cost Rate Indirect Cost Rate File Type: Word File Size 48128

Previous Tab MNext Tab
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11) Click the link to a division reference document to view it. The system displays the File Download
dialog box. Select Open or Save. If saving the document, browse to a location on your computer
or network in the Save As dialog box, then click the Save button.

12) To view documents supplied by the provider (that is, managed by the providers), click the
Provider Managed Documents tab. The Provider Managed Documents Tab/List Page displays
all the provider documents that have been uploaded to the system.

Editing Documents for Amendment: Desktop Support Services - Contract: 00023842
Desktop Support Services

Amendment Documents | Division Reference Documents || Provider Managed Documents | Frovider Reference Documents

Reload Documents Check In Submit

Provider Managed Documents
This document list shows the documents that the Provider has uploaded in their documents area.

L]
A Ergof ol Insyrance Proaf of Insuranos documentatian from the vender. File Tyoe: POF Flle Size: 2522
R
P Faderal Cartifications All required federal cartifications Fila Typa: FOF File Size: 5825
i
AY Corflict of Interest Conflict of Interest Acknowledgement form signed by the vendor File Type: FOF File Size: 525
Pravious Tab MNext Tab

13) Click the link to a provider managed document to view it. The system displays the File Download
dialog box. Select Open or Save. If saving the document, browse to a location on your computer
or network in the Save As dialog box, then click the Save button.

14) To view reference documents for the provider, click the Provider Reference Documents tab.
The Provider Reference Documents Tab/List Page displays.

Editing Documents for Amendment: Desktop Support Services - Contract: 00023842

- Reload Documents Check In Submit
Desktop Support Services
Amendment Documents | Division Reference Documents | Provider Managed Documents | Provider Reference Documents
Provider Reference Documents
This decument list shows the documents that are references for the Provider, but are maintained by the Department.

.
Notice of Certsin Reporting Notice of Certsin Reporting File Type: Word File Size: 51200

R,
Verification Form Yeary Varification Form Yesrly File Type: Word File Size: 29925

h,
S 143C S 143G ilz Typ: il= Size: 20450

b,
Gift Ban Gift Ban File Typs: Word File Size: 26112

h,
Conflict of Interest Examels Conflict of Interest Example File Typ=: Word Fil= Size: 42552

R,
Tisvel Policy Guidelines Travel Folicy Guidelines File Type: Word File Size: 82512

.
NCAC 03M NCAC 03M File Type: Word File Size: 51440

R,
Cssh Adysnos Form Cash Advance Farm File Type: Word File Size: 29134

h,
Federal Gertificstions Combined Federal Certifications Combined File Typs: Word File Size: 1003852

b,
Vender Electronic Payment Form Vendor Electronic Payment Farm File Typs: Word File Size: 26328

h,
No Overdue Tax Certificstion Neo Overdus Tax Certificstion File Typ=: Word File Size: 31232

R,
Conflict of Interest Adnowledgement Conflict of Interest Adnowledgement File Type: Word File Size: 45558

.
Froof of Insursnce Proof of Insursnce File Type: Word File Size: 40448

Previous Tab Next Tab
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15) Click the link to a provider reference document to view it. The system displays the File
Download dialog box. Select Open or Save. If saving the document, browse to a location on your
computer or network in the Save As dialog box, then click the Save button.

16) To build the final amendment document, click the Amendment Documents tab.

Editing Documents for Amendment: Desktop Support Services - Contract: 00023842
Desktop Support Services

Amendment Documents | Division Reference Documents || Frovider Managed Documents | Frovider Reference Documents

Build Contract Document

Reload Documents | Check In Submit

Page 1 of 1 (2 tems) [11

Final

Edit Form Display Name Form Type ﬁgtt:::hed Edited Ty

17) Click the Build Contract Document link at the top of the Amendment Documents Tab/L.ist Page.
The system opens a new browser window and displays the contract with all required documents
inserted. You can then view and print the entire amendment document as appropriate.

5.9 Request Review of an Amendment

Once you have completed data entry, you can request review of the amendment data. For now, the review
process for amendments is manual; when this feature is active, more information about it will be provided
in a future update to this guide.

5.10 Execute an Amendment

Once all DHHS reviewers have approved the amendment and all provider and DHHS signatures have been
obtained for the amendment, the amendment can be executed in the system. You can execute the
amendment in the system from the Amendment Tab/Details Page in the same way as you would execute a
contract. To execute the amendment, click the Execute button. The system populates the Execution Date
field with the current date, and changes the Amendment Status to “Executed.”

5.11 Terminate an Amendment

If it is necessary to end an amendment before its defined End Date, you can terminate the amendment in
the system from the Amendment Tab/Details Page in the same way as you would terminate a contract. To
terminate the amendment, click the Terminate button. The system changes the Amendment Status to
“Terminated” and updates the Amendment End Date.

NOTE:

If you need to terminate amendments and the contract, terminate amendments first,
then the original contract.
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5.12 Void an Amendment

If it is necessary, you can void an amendment in the system from the Amendment Tab/Details Page in the
same way as you would void a contract. To void the amendment, click the Void button. The system
changes the Amendment Status to “Void” and updates the Amendment End Date.

NOTE:

original contract.

If you need to void amendments and the contract, void amendments first, then the

5.13 Add a Subsequent Contract Amendment

Once the first amendment has been created for a contract, there are a couple ways in which you can create

another amendment: Method 1 — From the Contracts List Page and Method 2 — From the Contracts

Details Page.

Method 1 — From the Contracts List Page

1) Conduct a search for the contract on the Contracts List Page.

Search Results for Contracts

Page 1 of 582 (5820 items) [11 z 2

Contract

V| Title

Robert
Silverstein

Psychiatric
Services

Repay,Inc. /
Sexual Abuse
Intervention
Services

Community
Rehabilication
Program -
ARRA
Community
Rehabilization
Program -
ARRA
Community
Rehabilication
Program -
ARRA

Contract
Humber

00023316

00023556

00025553

00023731

00023714

00023741

Division

NC Coundl an
Developmental
Diszbilities

Division of
Mental Heafth,
Developmental
Disabilities and
Substance
Abuse Services

Division of
Mental Heafth,
Developmental
Disabilities and
Substance
Abuse Services

Division of
Vocational
Rehabilitation
Services

Division of
Vocational
Rehabilitation
Services

Division of
Vocational
Rehabiliation
Services

582 [3]

Providers Start Date | End Date
Bobby i [
Silverstein 06/24/2011 06/27/2011
East Carolina

Psychiatric 07/01/2010 06/30/2012
Consultants

Repay, Inc. 07/01/2011 06/30/2012
Lifespan 08/15/2010 09/30/2011
Goodwil

Industries of P anr
Northwest NC, 08/15/2010 0g9/30/2011
Inc.

Wake

Enterprises, 08/15/2010 | 09/30/2011
Inc

£3,674.00

£120,000.00

540,000.00

£100,000.00

£100,000.00

576,843.00

Status

Executed

Executed

Draft

Executed

Executed

Executed

Amendments

2) Click the Amendments link that displays in the Amendments column. The Amendment List

Tab/List Page displays.
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Viewing Amendment: 0 - Contract:
Worksheets Budget Performance Counties

Amendment | Amendment List

here ™ Advanced __Search | )

Search Results for Contract Amendments

Page 1 of 1 (1 items) [1]

ECkEd v | Title A | CA# Purpose Start Date End Date w Status L[;Eg:mt
To extend current contract for
';if:l'g:”‘ 1 E:I;fﬂ?;ﬁ”a‘onﬁ'l‘TDD'H:'“ 07/01/2011 | 08/30/2012  08/30/2011  Executed $60,000.00
contract.
Page 1 of 1 (1 items) [1]
Previous Tab Iext Tab

NOTE:

The Amendment List Tab/List Page will not display the usual Page Title area if you use
this method to view current amendments. The amendment and contract information will
display once you select a particular amendment to view or edit.

3) Click the View link in the function column for the last amendment added to the system, which
has the highest Amendment Number. The Amendment Tab/Details Page displays

Viewing Amendment: 1 Psychiatric Services - Contract: 00023556 Psychiatric Services
Modified By: . Modified Date
Worksheets Budget Performance Counties

Amendment | Amendment List

Amendment Number [§ Amendment Title IF'sychiatric Semices

To extend current contract for ene additional year for the same money on current contract ﬂ

Check Out

Amendment Purpose

View
Amendment Status SR Total Amount $60.000.00 Contract

oo T v [~ R
|

MNew

Amendment
This area is needed only if this contract is being amended to include a name change of the current Provider. Identify the new \U

name and Provider ID below. Note: this would only be used if the contractor had a legal name change, otherwise you will need to
develop a new contract.

East Carolina Psychiatric Consultants " Lookup |
202776717 Type For-Profit

Ma Provider IManage Provider Details Ele
Please nate, this opticn cpens in & new window and

g this cption. This is to mansge sll dsta for the cumently selected provider

1 Administrators selection list.

F‘revinusTabl MNext Tab |

4) Click the New Amendment button. The Amendment Tab/Details Page displays for data entry of
a new amendment.
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Editing Amendment: 2 Psychiatric Services - Contract: 00023556 Psychiatric Services
Madified By: . Modified Date:
Worksheets Budget Performance Counties

Amendment | Amendment List

Amendment Number [P Amendment Title IF'sych\alrlc Senices " Save

_I Submit
= —_— ]
Amendment Purpose Check In
E Reset
-

View
Amendment Status Draft S0.00 Contract
Documents
Contract End Date —_—
New
unding by Fiscal Year =] *This selection is used to determine the entry of funding data, either by Budget Year {prorated for | Amendment
AR LB (eporting by fiscal year) or by Fiscal Year. This choice has to be made prior to entering funding. performance ar provider budget

data.

This area is needed only if this contract is being amended to include a name change of the current Provider. Identify the new
name and Provider ID below. Note: this would only be used if the contractor had a legal name change, otherwise you will need to —
develop a new contract. /oid

East Carolina Psychiatric Consultants * Lookup |

202776717 Type For-Profit

Choose Selection ¥ Manage Provider Authorized Signatures | Plasss savs your dsts Safors using this ootion. This
Signature

i te add new provider Autharized Signature to the list for your cumently selected provider.

Terminate

Manage Provider Details Flesse save your dats before using this option. This is to mansge s/l dats for the cumently selected provider,
Pless= nots, this option opens in = new wingow and will ot refresh the Provider Administrators sel=ction list

Manage Provider

Previous Tab MNext Tab

NOTE:

The New Amendment button works only if you are viewing the last amendment entered
for the contract. On all other amendments, this button is unavailable or “grayed out.”

5) See Add First Contract Amendment for information on the data to be entered. The system
displays the same end date for the contract in the Amendment End Date field.

Method 2 — From the Contracts Details Page

1) Conduct a search for the contract on the Contracts List Page.
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Search Results for Contracts
Page 1 of 582 (5820 items) </ [1] 2 3 4 3 6 Z 580 581 582 (3]
Locked Contract Contract R 5 Total
‘ By Title N Division ‘ Providers Start Date | End Date A TRRRE Status ‘ Amendments
View q
e NC Coundil an
Report Candice Robert . Bobby
PDF Bailey Silverstein 00025316 B;‘;E!‘E_gerl;enu\ Silverstein 06/24/2011 06/27/2011 £3,674.00 Executed 0
Motes (07
Division of
View Mental Health .
: . ! East Carolina
it P 00023556 DEVEOSMENtEl poGiic © ozjorj201  0g/302012 $120,000.00 Executed 1
HNotes (0} Substance TErRE S
Abuse Services
Division of
Repay,Inc. / Mentzl Health,
Sexual Abuse Developmental 117 ey
Intervention 00025553 Disabilities and Repay, Inc. 07/01/2011 06/30/2012 $40,000.00  Draft o
Services Substance
Abuse Services
Community Division of
Rehabilication Vocational
Program - 00023731 Rehabiftation Lifespan 08/15/2010 09/30/2011 $100,000.00 Executed o
ARRA Services
Community Division of Goodwil
Rehabilization vocational Industries of P anr
Program - 00023714 Rehabifation Northwest HC, 08/15/2010 0g9/30/2011 $100,000.00  Executed 0
Services Inc.
Community Division of Wiake
Rehabilitation Vocational 2 .
Program - 00023741 Rehabiftation IIEI?cterDrlses, 08/15/2010 09/30/2011 $76,843.00  Executed o
ARRA Services

2)

Click the View link in the function column for the contract. The Contract Details Page displays.

Viewing Contract: 00024711 Medical Services
Madified By: Sue Parkin, Modified Date: 7/20/2011
Morksheets Budoet Performance Counties Amendments

Aftachments

00024711

Contract Title: | (NI T

it

]

B & DIxx

<

| Mormal |.~\r|a|

Check Out

To provide medical consultation services to Vocational Rehabhilitation Unit Office staff related to individual client c:

dSES.

Contract
Documents

|Chouse Selection ﬂ -

171361732 Individual
IChnnse Selection 'I Manage Provider Administrators

sdministrator te the list for your cumantly salected providar,

IChouse Selection 'I Manage Provider Authorized Signatures

provider AuthorizedSignsture to the list for your cunently selected provider

Pro T
Administrator

Provider
Authorized
Signature

| Plesse save your data bafere

IWanage Provider Details

[LELET
Provider

ill not refresh the Frovider Administrators selection i

Setion opens in & new window
* IGenera\ Contract 'I " Furchase of Servics
Amended End Amendm

The grand total of the contract is §33.200.00. This is a combination of the contract and amendment totals.

o -
El
Contract Mgr ISue Parkin ﬂ
Contract -
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3) Click the Amendments sub-link. The Amendments List Page displays.

Viewing Amendments for Contract: 00024711 Medical Services

Warksheets Budget Performance Counties Amendments Aftachments

Search Results for Contract Amendments

Ty h details here [ Advanced __ Search Y

Check Qut Submit

Page 1 of 1 (1 fems) [11

Notes (0)

Page 1 of 1 (1 ftems) [1]

Egcked v | Title ‘ CA# A | Purpose ‘ Start Date | End Date ‘ E};li(;utlon ‘ Status Total Amount
To provide services to/for the
R Medical Services 1 | Division"s office in the Ashevile = 08/01/2011 06/30/2012 In-Process £4,400.00
i area.
FDE

4) Click the View link in the function column for the last amendment added to the system, which
has the highest Amendment Number. The Amendment Tab/Details Page displays.

Viewing Amendment: 1 Medical Services - Contract: 00024711 Medical Services
Modified By: . Modified Date:
Worksheets Budget Performance Counties

Amendment | Amendment List

Amendment Humber (B Amendment Title IMedlcal Senices

To provide senvices to/for the Division’s office in the Asheville area

Amendment Purpose

Amendment Status In-Process Total Amount 54 40000
Amendment Start Date | [EHIPURRIMEE A% Amendment End Date | (IEINPLREIMMG ga"t':“"'"e"‘ Execution
Contract End Date

Check Out
Reset

View
Contract

Amendment
Documents

develop a new contract,

This area is needed only if this contract is being amended to include a name change of the current Provider. Identify the new
name and Provider ID below. Note: this would only be used if the contractor had a legal name change, otherwise you will need to

New
Amendment

Richard Gloor. D.O.

* Lookup

Manage Provider Manage Provider Details | Flesse save your data before using this option. This is to manage all dats for the cumently selected provider
Pless= ncte, this aption apens in = new windaw and will nct refresh the Pravider Administrators selection list.

F’rewousTabl Next Tab |

5) Click the New Amendment button. The Amendment Tab/Details Page displays for data entry of

a new amendment.
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Editing Amendment: 2 Medical Services - Contract: 00024711 Medical Services
Modified By: , Modified Date:
Worksheets Budget Performance Counties

Amendment | Amendment List

Amendment Humber B Amendment Title II'\."Ied\caI Services & Save

| Submit
Amendment Purpose Check In
LI % RESEL

Wiew
Amendment Status Draft Total Amount 50.00 Contract
Amendment Start Date el Amendment End Datc | SENFIRFANE ‘;;':"dment ErEm Amendment
Documents

New
Amendment

‘Contract End Date
Modified L] Contract End Date

This area is needed only if this contract is being amended to include a name change of the current Provider. Identify the new
name and Provider 1D below. Note: this would only be used if the contractor had a legal name change, otherwise you will need to
develop a new contract.

Richard Gloor. D.C = Lookup |

SSNIEI 171361732 Individual

Manage Provider ‘ Manage Provider Details I Flesse save your dats befors using this optien. This is to manage sll data for the cumently selectd provider.
Flesse note, this option opens in & new windew snd will not refresh the Fr

er Administratons selection list

Previous Tab I Mext Tab |

6) See Add First Contract Amendment for information on the data to be entered. Note that the
system displays the same end date for the contract in the Amendment End Date field.

NOTE:

The system automatically generates another numbered amendment even if you do not
save the information. If you mistakenly click the New Amendment button, the new
amendment displays on the Amendment List Tab/List Page and will need to be deleted
or voided.

5.14 Copy a Contract

You can create a new contract record from an existing contract by using the copy function in the DHHS
Open Window system. A defined set of fields across the main screen and all the sub-items of the original
contract are automatically copied into the new contract record.

1) Conduct a search for the original contract on the Contracts List Page and click the Edit link in the
function column for the contract. The Contract Details Page displays. If you cannot select Edit,
click the View link, then the Check Out button on the Contract Details Page.
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Editing Contract: 00025561 Test Contract
Modified By: Joyce Young, Modified Date: 7/24/2011
Worksheets Budget Performance Counties Amendments —Attachments

Contract Contract - S
00025561 |Test Contract Save

— Submit
& BIx x| E

Contrac

Purpose

Normal arial (Font Size)
Test Contract for System MNavigation guide. Do notuse

|Di\'\sinn of Information Resource r'u'lanagememj "

Choo ectio Choose Selection

Assoc. for the Advancement of Automotive Medicine = Lookup |

916072386 Type Mon-Profit
Provider Choose Selection * WManage Provider Administrators | Flozoo smemymaon o o acitr e T, TRE S 21 T T Report

]

Check In

New

&
I u

¢ O
<l
O

1T}
il
Il
i
~
|=
.

B

Reset

Contract
Documents

g

B = cin strater 12 the list for your comantly selacas praviaer,

2) Click the Copy button. The system displays a message requiring you to take action if you wish to
change the funding configuration from what was designated the original contract.

Copying Contract: 00025561 Test Contract
Worksheets Budget Performance Counties Amendments Aftachments

You have been directed here to complete a choice for the copy action you have initiated for this contract.
The current funding configuration for the contract is Budget Year. Complete |

Based on the current configuration of Budget Year, if you choose to change it to Fiscal Year, then the only items to be brought over to the new record is
the base contract details. No funding or performance data will be brought forward with the new contract.

I By selecing this checkbox, you have decided to change the funding configuration for the new contract fram Budget Year to Fiscal Year.

3) If you wish to maintain the funding configuration and budget data from the original contract,
click the Complete button.

If you wish to change the funding configuration, click the checkbox, then click the Complete
button.

4) Contract Details Page for a new contract displays.
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Editing Contract: 00025562 Test Contract
Modified By: Joyce Young, Modified Date: 7/24/2011
Worksheets

Budget Performance Counties Amendments Aftachments
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5)
“Draft.”

6)

The system assigns a Contract Number to the new contract and sets the Contract Status to

The system copies some of the data from the original contract and its sub-items to the new

contract. Edit the data as necessary and complete the missing data for the contract and sub-items.
See Add a Contract for information on how to enter the contract record.

5.15 Renew a Contract

Follow the steps below to create a new contract record from an existing contract using the Renew
function in the DHHS Open Window system. A defined set of fields across the main screen and all the
sub-screens of the original contract are automatically copied into the new contract record. The Renew
function creates a link back to the original contract in the Renewal field.

NOTE:

its Contract Status is Closed, Terminated or

This feature works once a contract has been executed. A contract cannot be renewed if

Void.

1) Conduct a search for the original contract on the Contracts List Page and click the Edit link in the
function column for the contract. The Contract Details Page displays. If you cannot select Edit,
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click the View link, then the Check Out button on the Contract Details Page.

Editing Contract: 00025561 Test Contract
Madified By- Joyce Young, Modified Date: 7/24/2011
""" Vorksheets Budoet Perormance Counties Amendments Aftachments

Contract Contract
00025561 [Test Contract

& DI x|k g
Contract
Purpose

¢ @
<
@

Check In
Narmal []| [ il (Fort Size) [v]|| B

Test Contract for System Mavigation guide. Do notuse

il
1]
Nl
i
¥
|-
‘

Contract
Documents

|D| ision of Information Resource I IaﬂagenmmJ

e ection = /—G@%\
Renew
Providers

Name Assoc. for the Advancement of Automotive Medicine = Lookup |

MNew
SSN/EIN 916072386 Type MNon-Profit Amendment
Provider Chuuse Selection ¥ IManage Provider Administrators | Plesse save your dats before using this option. This is to sdd new provider R
BSLBRERSl _ iristrator to the list for your cumently ssleched provider. Lml

2) Click the Renew button. The system displays a message requiring you to take action to change
the funding configuration from what was designated the original contract.

Renewing Contract: 00025561 Test Contract
Worksheets Budget Performance Counties Amendments Aftachments

You have been directed here to completed a choice for the renewal action you have initiated for this contract.
The current funding configuration for the contract is Budget Year Complete

Based on the current configuration of Budget Year. if you choose to change it to Fiscal Year. then the only items to be brought over to the new record is
the base contract details. Mo funding or performance data will be brought forward with the new contract.

[T By selecing this checkbox, you have decided to change the funding configuration for the new contract from Budget Year to Fiscal Year.

3) If you wish to maintain the funding configuration and budget data from the original contract,
click the Complete button.

If you wish to change the funding configuration, click the checkbox, and then click the Complete
button.

4) Contract Details Page for a new contract displays with a link back to the original contract in the
Renewal field.
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Editing Contract: 00025563 Test Contract
Maodified By: Joyce Young. Modified Date: 7/24/2011
Worksheets Budget Pedormance Counties Amendments Aftachments
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5) The system assigns a Contract Number to the new contract and sets the Contract Status to
“Draft.”

6) The system copies some of the data from the original contract and its sub-items to the new
contract. Edit the data as necessary and complete the missing data for the contract and sub-items.
See Add a Contract for information on how to enter the contract record.

5.16 Add a Request for Application

Follow the steps below to add a new RFA to the DHHS Open Window system.

1) Select Contracts from the navigation menu and select Add RFA from the sub-navigation menu
or click the Add a New RFA link on the Contract Management Page. The RFA Details Page
displays.
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[contract List| [Add Contract| [RFA List| [AddRFA| [RFPList] [AddRFP| [RFOList] [AddRFa]
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2) Enter information about the RFA in the following fields. Fields that require data entry before the
record can be saved are marked with an asterisk (*).

a) RFA Number* — Enter the unique number your division has assigned to the RFA.
b) Title* — Enter the title for the RFA.
c) Purpose* — Enter a detailed description of the purpose of the RFA.

d) Funds Available — Once the budget sub-item is entered, the system displays the total from
the Budget sub-item for the RFA.

e) Division* — Select your division from the drop-down list.

f) Section — Select the division section that is issuing the RFA from the cascading drop-down
list.

g) Division Contact* — Select the name of the division contact for the RFA from the drop-down
list.

NOTE:

If the name of the division contact does not display in the drop-down list, contact your
division’s Contract Manager to have the person added to the system and/or the correct
system access assigned.

h) Status* — Defaults to “Draft.” As the RFA moves through the posting and award process,
select Awarded, Posted or Void from the drop-down list when updating the RFA record.

NOTE:
Select the “Void” status if the RFA has been canceled.

i) Link — Enter the external website address where the RFA is posted online.
j) Issue Date* — Enter or select the date on which the RFA is to be or was issued.
k) Deadline* — Enter or select a deadline for RFA response submission.
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I) Award Date — Enter or select the date on which the RFA was awarded.
m) How to Apply* — Enter the directions on how providers are to apply in response to the RFA.

n) How to Obtain Information* — Enter the directions on how providers are to obtain
additional information about the RFA.

NOTE:

Fill in the data for the RFA completely as the data in the Open Window system will
replace the Summary Notice of Funding Availability Form when this feature is active in
the system.

3) Click the Check Spelling button to verify spelling for the RFA record.
4) Click the Save button to save the RFA record.
5) Enter the sub-items as required for the RFA record.

6) Once all sub-items are entered, click the Check In button to release the record, and click OK to
confirm the check in of the record.

NOTE:

When a record is “checked out” to you (or locked by you), it cannot be edited by anyone
until you click the Check In button.

5.16.1 Add Sub-items for an RFA

Once you add an RFA to the system, you can define one or more of the following sub-items for that RFA
in the DHHS Open Window system.

e Budget
« Evaluations
« Contracts

 Attachments

5.16.1.1 Add an Evaluation Sub-item for an RFA

1) Click the Evaluations sub-item link that displays at the top of the RFA Details Page. The
Evaluations Details Page displays.
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Evaluation Process

2) Enter information about the evaluations of the applications received for the RFA in the following
fields. Fields marked with an asterisk (*) require data entry before the record can be saved.

a) Pre Application Conference — Defaults to “No.” Select Yes from the drop-down list if a
conference will be conducted with providers before the response submission deadline. If
“Yes” is selected, then the next field is required.

b) Pre Application Date* — Enter or select the date on which the pre application conference is
to be held. This field is required if “Yes” is selected for Pre Application Conference.

c) Question Response Mail Date* — Enter or select the date by which responses to the RFA
guestions received from the Pre-Application Conference are sent to the conference
participants.

d) Potentially Received — Enter the number of responses anticipated for the RFA.
e) Actually Received — Enter the number of responses received for the RFA.

f) Applications Denied — Enter the number, if any, of responses to the RFA that were rejected
or eliminated from the evaluation process.

g) Applications Referred — Enter the number of responses referred to the evaluation
committee.

h) Applications Awarded — Enter the number of responses that were awarded a contract.

i) Evaluation Process* — Enter a detailed description of the process used to evaluate responses
to the RFA.

3) Click the Save button to save the Evaluation sub-item for the RFA record.

5.16.1.2 Viewing Contracts Awarded from the RFA

Once contracts have been awarded and created from the RFA, you can view the contracts via the
Contracts sub-item for RFA.

1) Click the Contracts sub-item link that displays at the top of the RFA Details Page. The Contracts
List Page for the RFA displays.
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Viewing Contracts for Request: Piedmont Triad Farmworker Health Initiative Stbmit |

Budget Evaluations Confracts Attachments

Page 1 of 1 (2 ftems) [1]

Contract
Humber

Contract Title A Division Start Date | End Date Total Amount Status Amendments

Office of Rural Health R 1217 - - 0
00025520 and Community Care 07/16/2011 08/31/2012 £07,998.00 Draft 0

00025399

Office of Rural Health e =i a
and Cormmunity Care 07/16/2011  08/31/2012 $0.00  Draft ]

Page 1 of 1 (2 ftems) [1]

2) Click the Contract Title link or Amendment link to navigate to the contract generated from the
RFA and the contract amendments.

5.17 Add a Request for Proposal

Follow the steps below to add a new Request for Proposal to the DHHS Open Window system.

1) Select Contracts from the navigation menu and select Add RFP from the sub-navigation menu
or click the Add a New RFP link on the Contract Management Page. The RFP Details Page
displays.

RFP Tvoe the title here = Save

Type the purpose here =
MNew
o= Reset
[ F

mIDI nsion of Information Resource HanagememJ

Section oose Selectio IChoose Selection j "mlDraﬁ j ” B8l
= (il -] oo T - — [ —

2) Enter information about the RFP in the following fields. Fields that require data entry before the
record can be saved are marked with an asterisk (*).

a) RFP Number — The system assigns a unique number to the RFP.

NOTE:

The RFP number will also be assigned to a subsequent contract that is generated from
the request document.

b) Title* — Enter the title for the RFP.
c) Purpose* — Enter a detailed description of the purpose of the RFP.
d) Division* — Select your division from the drop-down list.

e) Section — Select the division section that is issuing the RFP from the cascading drop-down
list.

f) Division Contact* — Select the name of the division contact for the RFP from the drop-down
list.
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NOTE:

If the name of the division contact does not display in the drop-down list, contact your
division’s Contract Manager to have the person added to the system and/or the correct
system access assigned.

g) Status* — Defaults to “Draft.” As the RFP moves through the posting and award process,
select Awarded, Posted or Void from the drop-down list when updating the RFP record.

NOTE:
Select the “Void” status if the RFP has been canceled.

h) IPS Post Date — Enter or select the date on which the RFP was posted in the state’s
Interactive Purchasing System (IPS).

i) Issue Date* — Enter or select the date on which the RFP is to be or was issued.

j) Deadline* — Enter or select a deadline for RFP response submission.

k) Start Date — Enter or select the anticipated start date for the contract awarded from the RFP.
I) End Date — Enter or select the anticipated end date for the contract awarded from the RFP.

3) Click the Check Spelling button to verify spelling for the RFP record.
4) Click the Save button to save the RFP record.
5) Enter the sub-items as required for the RFP record.

6) Once all sub-items are entered, click the Check In button to release the record, and click OK to
confirm the check in of the record.

NOTE:

When a record is “checked out” to you (or locked by you), it cannot be edited by anyone
until you click the Check In button.

5.17.1 Add Sub-items for an RFP

Once you add an RFP to the system, you can define one or more of the following sub-items for that RFP
in the DHHS Open Window system.

« Evaluations

« Attachments

5.17.1.1 Add an Evaluation Sub-item for an RFP

1) Click the Evaluations sub-item link that displays at the top of the RFP Details Page. The
Evaluations Details Page for the RFP displays.
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2) Enter information about the evaluations of the responses received for the RFP in the following
fields. Fields marked with an asterisk (*) require data entry before the record can be saved.

a)

b)

c)

d)
e)
f)

9)
h)

i)

Pre Proposal Bidders Conference — Defaults to “No.” Select Yes from the drop-down list if
a conference will be conducted with providers before the response submission deadline. If
“Yes” is selected, then the next field is required.

Pre Proposal Date* — Enter or select the date on which the pre proposal conference is to be
held. This field is required if “’Yes” is selected for Pre Proposal Conference.

Question Response Mail Date* — Enter or select the date by which responses to the RFP
questions received from the Pre Proposal Bidders Conference are sent to the conference
participants.

Potentially Received — Enter the number of responses anticipated for the RFP.
Actually Received — Enter the number of responses received for the RFP.

Proposal Denied — Enter the number, if any, of responses to the RFP that were rejected or
eliminated from the evaluation process.

Proposal Referred — Enter the number of responses referred to the evaluation committee.
Proposal Awarded — Enter the number of responses that were awarded a contract.

Evaluation Process* — Enter a detailed description of the process used to evaluate responses
to the RFP.

3) Click the Save button to save the Evaluation sub-item for the RFP record.

5.18 Add a Request for Quote

Follow the steps below to add a new Request for Quote to the DHHS Open Window system.

1) Select Contracts from the navigation menu and select Add RFQ from the sub-navigation menu
or click the Add a New RFQ link on the Contract Management Page. The RFQ Details Page
displays.
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2) Enter information about the RFQ in the following fields. Fields that require data entry before the
record can be saved are marked with an asterisk (*).

a)
b)
c)
d)
e)
f)

9)

RFQ Number* — Enter the unique number your division has assigned to the RFQ.
Title* — Enter the title for the RFQ.

Purpose* — Enter a detailed description of the purpose of the RFQ.

Funds Available — The system displays the total from the Budget sub-item for this RFQ.
Division* — Select your division from the drop-down list.

Section — Select the division section that is issuing the RFQ from the cascading drop-down
list.

Division Contact* — Select the name of the division contact for the RFQ from the drop-down
list.

NOTE:

If the name of the division contact does not display in the drop-down list, contact your
division’s Contract Manager to have the person added to the system and/or the correct
system access assigned.

h) Status* — Defaults to “Draft.” As the RFQ moves through the posting and award process,
select Awarded, Posted or Void from the drop-down list when updating the RFP record.

NOTE:

Select the “Void” status if the RFP has been canceled.

3)
4)
5)
6)

i) Issue Date* — Enter or select the date on which the RFQ is to be or was issued.
i) Deadline* — Enter or select a deadline for RFQ response submission.
k) Award Date — Enter or select the date on which the RFQ was awarded.

Click the Check Spelling button to verify spelling for the RFQ record.
Click the Save button to save the RFQ record.
Enter the sub-items as required for the RFQ record.

Once all sub-items are entered, click the Check In button to release the record, and click OK to
confirm the check in of the record.
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NOTE:

When a record is “checked out” to you (or locked by you), it cannot be edited by anyone
until you click the Check In button.

5.18.1 Add Sub-items for an RFQ

Once you add an RFQ to the system, you can define one or more of the following sub-items for that RFQ
in the DHHS Open Window system.

« Budget
« Evaluations
« Contracts

« Attachments

5.18.1.1 Add an Evaluation Sub-item for an RFQ

1) Click the Evaluations sub-item link that displays at the top of the RFQ Details Page. The
Evaluations Details Page for the RFQ displays.

Editing Evaluations for Request: Test RFQ
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Evaluation Process

2) Enter information about the evaluations of the responses received for the RFQ in the following
fields. Fields marked with an asterisk (*) require data entry before the record can be saved.

a) Potentially Received — Enter the number of responses anticipated for the RFQ.
b) Actually Received — Enter the number of responses received for the RFQ.

c) Quote Denied — Enter the number, if any, of responses to the RFQ that were rejected or
eliminated from the evaluation process.

d) Quote Referred — Enter the number of responses referred to the evaluation committee.
e) Quote Awarded — Enter the number of responses that were awarded a contract.

f) Evaluation Process* — Enter a detailed description of the process used to evaluate responses
to the RFQ.

3) Click the Save button to save the Evaluation sub-item for the RFQ record.
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5.18.1.2 Viewing Contracts Awarded from the RFQ

Once contracts have been awarded and created from the RFQ, you can view the contracts via the
Contracts sub-item for RFQ.

1) Click the Contracts sub-item link that displays at the top of the RFQ Details Page. The Contracts
List Page for the RFQ displays.

Viewing Contracts for Request: Test RFQ Check In |

Budoet Evaluations Contracts Aftachments

Page 1 of 0 (0 items)

Contract

NGB Division Start Date | End Date Total Amount Status Amendments

Contract Title A

Page 1 of 0 (0 items)

2) Click the Contract Title link or Amendment link to navigate to the contract generated from the
RFQ or a subsequent contract amendment.

5.19 Generate a Contract from an RFA, RFQ or RFP

5.19.1 Generate a Contract from an RFA or RFQ

Follow the steps below to generate a contract directly from the data in the DHHS Open Window system
for an awarded RFA or RFQ.

1) Search for and open the RFA or RFQ record that is to be used to generate the new contract via the
RFA, RFP or RFQ List Page (see the Common Features section for how to search for and open an
item for editing). In the example below, an RFQ was selected.

Editing RFQ: Test RFQ
Maodified By Joyce Young. Modified Date: 7/24/2011
Budget Evaluations Contracts  Aftachments

Test RFQ for the system navigation guide. Do not use = SR

Check In
Purpose Mew
=" Reset

mlDi vision of Information Resource Iv'lanagenmmj * =i
Contract

Spelling

10

2) Click the Create Contract button on the RFA or RFQ Details Page. The Contract Details Page
displays.
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Editing Contract from Request: 00025565 Test RFQ
Modified By: Joyce Young, Modified Date: 7/24/2011
Worksheets Budaget Performance Counties Amendments Aftachments

Check

Submit
B x x| i
Contract
Purpose
Spelling

[Mormal [v] [ Arial [+][ (Font Size)
TestRFQ for the system navigation guide. Do notuse.

mlDivismn of Information Resource ru'lanagementj "
Copy

Choose Selection Choose Selection —
Renew
Iew,

SSHIE

e tor |Choose Selection  x Manage Provider Administrators | Flesse save your data before Using this option. This is to add new provider Report |

"0 T

i administrater to the list for your curently sslected provider,
Ll

Check In

[l

[l
~ @
=

t [\
<&
Mo

=
1]
]
N
‘
|
‘

Contract
Documents

Amendment

IN

ni
Frovide! Manage Provider Authorized Signatures | In-Proce
FAFTISE | Choose Selection x g g Plesse save your data befors using this opticn. This is to add new n-Process

Signal provider AuthorizedSignature to the list for your cumently selected provider,

iture:
Manage WManage Provider Details | Flaszs ssvs your dsta before Lsing thiz option. This is to manage =il dsta for the cumently selected provider Flesse note, this
rovider Zotion op=n: in & new wingow 2na will not refrash the Provider Administratons selection list.
S
Date

Pron

tiow Procured Ji[SIZ®] vl gl Contract IChoDse Selection 'I *
Selection

Contract

Statu:

o * Execution

Total Amended End Amendment 500 Amendment 0
Date Total B Count —

LlE R The grand total of the contract is $.00. This is @ combination of the contract and amendment totals.

Direct Medical IND ‘I Congulting INo 'I NC Grants Max Chars 15

Contract
Admin IChoDse Selection

Contract Mgr IChuuse Selection
Contract -
Delegate IChuuse Selection =l

[
[

3) The system populates the Request field on the Contract Details Page with the title of the original
RFA or RFQ document. The title of the request also serves as a link back to the original RFA OR
RFQ document. Budget data is also copied over to the Budget sub-item for the contract.

4) See Add a Contract for instructions on how to enter the remaining contract information and sub-
items.

5.19.2 Generate a Contract from an RFP

Follow the steps below to generate a contract directly from the data in the DHHS Open Window system
for an awarded RFP.

1) Search for and open the RFP record that is to be used to generate the new contract via the RFP
List Page (see the Common Features section for how to search for and open an item for editing).
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Editing RFP: Test RFP
Modified By: Joyce Young, Modified Date: 7/24/2011
Evaluations  Attachments

00025564 ITest RFP

Test RFP for the system navigation guide. Do not use

Purpose

|Diwsinn of Infarmation Resource Managememj *
Choose Selection ¥ IJoyce Young j"IDraﬁ ~
073172011 [ = |08f'31.f2011 iy M| ]

Check In
New

LI = Reset

IPS Post I— View
E{ Contract

B -
Check
Spelling

2) Click the View Contract button on the RFP Details Page. The Contract Details Page displays.

Editing Contract from Request: 00025564 Test RFP
Modified By: Joyce Young, Modified Date: 7/24/2011
Worksheets Budget Pedormance Counties Amendments Attachments

00025564 ITest RFP *

B X x| = EE

| Hormal | | Arial H (Font Size}

~ @
m
<t
i

=
=}
th
1]
1]
1]
1]
N

Test RFF for the system navigation guide. Do notuse

Contract
Documents

Type

Pravider [Choose Salection = Manage Provider Administrators | Flesss save your asts befars Laing his Sptizn

bl - rvinistrstor to the list for yous cumently selecies provioer

IChuuse Selection 'I IManage Provider Authorized Signatures | Flesse save your dsta befors using

provider AuthorizedSignaturs to the list for your cunently selected provider

IManage Provider Details

option opens in 8 new window and will not refresh the Provider Administrators selection list

7/31/2011 pecution

Total Amount [RRII] ﬁ;‘:: ?::;ndment 5.00 gzl:nr:dlﬂenl

The grand total of the contract is $.00. This is a combination of the contract and amendment totals.

Direct Medical II\In | Consulting |ND -] Yes ¥
Contract n

IChuuse Selection j

Contract Mgr |Chouse Selection j

Contract
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nded End

NC Grants

|Chouse Selection j

Delegate

Flease sava your dsta before using this optien. This s to manage all dsta for the cumently selected provider. Flease nate, this

Lookup |

This I to add naw provider

this option. This is to sdd new
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Max Chars 15

3) The system populates the Request field on the Contract Details Page w
RFP document. The title of the request also serves as a link back to the

4) See Add a Contract for instructions on how to enter the remaining cont
items.

ith the title of the original
original RFP document.

ract information and sub-
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6. MANAGE BUDGETS AND
EXPENDITURES

You can manage and view budget and expenditure data for all services and contracts. Budget and
expenditure data rolls up to the service, division and department levels.

6.1 Add Budget and Expenditure Data for a Service

1) Select Services from the navigation menu. Conduct a basic or advanced search to search for the
service to be updated with budget and/or expenditure data. Click the Edit link for the service. The
Service Details Page displays.

2) Click the Budget and Expenditure sub-item link that displays at the top of the Service Details
Page. The Budget Tab/Details Page displays.

Leaal Autnority  Budaet & Expenditure  Performance  |ncome Eligibility  Population Providers — Associate Contracts

Click the Copy Budget Data button to copy existing data to the next Bienniumn contiuation fields. If data is already present for the next Biennium the copy Copy Budget Data |
process will be stopped S0 no existing data is overwritten.

Use the selections below to toggle the screen view. You can select the Biennial Period and the Budget Code to view or enter data. Once selected, click the | Load Data |
"Load Data” butten. The selection defaults to the applications settings
ISFY 09-10. SFY 10-11 'I * Budget Code Choase Selection ‘I*

Budgatl Expenditure
Save Reset |
Modified By: , Modified Date:
Budget Entries
Biennial Period
T wmmww T mwww
) Legislative Authorized " ) Legislative Legislative Authorized
State
Administrative 0 0 0 0 0 0 0 0 0
I ;- sst- Acministstive Budget Detsils 20052010 Enter State Administrstive Budget Details 2010-2011
' 0 o 0 o 0| 0| 0 0 0
0| 0 0 0 [ [ 0| 0 0
0| [ 0 0| 0| 0| | 0 0
0 0 0 0 0 0 0 0 0
=r Local Allocstions Budget Details 20082010 Enter Local Allocstions Budget Details 2010-2011
0 0 0 0 0 0 0 0 0
Total
Federal
I == Foc-ci Buost Reosict Detsils 2008-2010 Enter Feders| Budgst Recsiot Detsils 2010-2011
‘County/Local
T 0 0 0 0 0 0 0 0 0
I :-i- Couct/lccs| Budost Recsiot Details 2005-2010 Enter County/L ocel Budaet Reosict Details 2010-2011
N == Cih Cudoet Receiot Detsils 2005-2010 Enter Other Budget Reosiot Detsils 2010-2011
0 0 0 0 0 0 0 0 0
e G B GN The state match for budget period one is 0 The state match for budget period two is 0
ML S B The local match for budget period one is 0 The local match for budget period two is 0
oyl B The other match for budget period one is 0 The other match for budget period two is 0
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Budget Explanatory Notes

Bl
Budget Note
-

Specify Match Requirements

B
Match Note
|

MOE (Maintenance of Effort

MOE (Maintenance of Effort) Entries
2003010 [ woan |
General I—U
Appropriations
I 0
Bl
H

Local Receipts

FTE Entries

FTE Entries

2009-2010
- - Legislative Authorized " . Legislative Legislative Authorized
Adjustments Adjustments : . Adjustments | Adjustments Adjustments
[o o

[o [o 0 Jo Jo 0

B
E

F‘revinusTabl Next Tab |

3) Click the Copy Budget Data button if you need to copy the existing data into the next biennium
continuation fields. If data is already present, the copy process will not proceed so that no existing
data is overwritten.

4) To load the correct biennium years and budget data, select the biennium from the Biennium
Period field, then select the correct code from the Budget Code drop-down list. Click the Load
Data button to load the selection in the Budget Entries fields.

5) The Budget Tab/Details Page presents a Budget Entries table where high-level budget information
can be added for the service for by fiscal year for the biennium that has been loaded.
Budget Entries Columns by Fiscal Year

a) Continuation — This column is for the entry of continuation funds budgeted for the service
for the fiscal year.

b) Legislative Adjustments— This column is for the entry of legislative adjustments to the
continuation funds budgeted for the service for the fiscal year.

c) Authorized Adjustments — This column is for the entry of other authorized adjustments to
the continuation funds budgeted for the service for the fiscal year.

d) Budget — The system calculates the budget in this column based on what you have entered
for the Continuation and Adjustments columns for the fiscal year and funding type row.

Budget Entries Row Fields

e) State Administrative— The system revises any amount displayed in this field with entries
made on the Budget Breakouts Details Page (described below). To enter budget detail, click
the Enter State Administrative Budget Details link.
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Editing Budget Breakouts for Service: Test Service Check In | Submit |
Save Reset
__
Leg\slaﬁve Authorized Legislative Leg\slahve Authorized
Sa\aryand
0| o| 0 0 0 0 0 0 0
Operannglzx
e e L I S

i) Salary and Fringe

i) Other 1x

iii) Operating (2x-5x)

iv) Total — The system calculates the total for the amounts entered. Click the Save
button when data entry is completed. Click the service name link in the Page Title to
return to the Budget Tab/Details Page.

f) State Service (6x)
g) State Reserves (7x)
h) Local Contracts (6x)

i) Local Allocations (6x) — The system revises any amount displayed in this field with entries
made on the Budget Breakouts Details Page (described below). To enter budget detail, click
the Enter Local Allocations Budget Details link.

Editing Budget Breakouts for Service: Test Service Check In Submit
Save Reset
-~ o =
Legislative Authorized . |Legislative Legislative Authorized
-
g e m— T
o m— m— T Y T I
i) Services
i) Administration

iii) Total — The system calculates the total for the amounts entered. Click the Save
button when data entry is completed. Click the service name link in the Page Title to
return to the Budget Tab/Details Page.

j) Intragovermental Transfers (8x)

k) Total Requirements— The system calculates the total budget requirement for the service in
the fiscal year based on the data entered in the above budget rows.

I) Federal Receipts — The system revises any amount displayed in this field with entries made
on the Budget Breakouts Details Page (described below). To enter budget detail, click the
Enter Federal Budget Receipts Details link.
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Editing Budget Funding Details for Service: Test Service, Receipt Type: Federal Receipts Check

Select your pany code and receip and click Add, the data table will reload once saved.
IChDDSE Selection * Add

Save Reset |

Biennial Period
2010-2011

Recelpt Legislative Authorized Legislative Legislative Authorized
Adjustments | Adjustments Local Match | Budget Continuation Adjustments | Adjustments | Adjustments

To manually entsr 2 funding allocation seurce, fillin the fislds below and click the Add Button. This will add itto the funding allocation listing above

Legislative Authorized Legislative [ Legislative
¢ | u

e | ~ = —
i) Company Code — Select a code from the drop-down list.
i) Receipt Account — Select an account from the cascading drop-down list and click the

Add button. The system populates a funding allocation source row in the Biennium
Period table for data entry.

iii) Enter the amounts for the Continuation, Legislative Adjustments, Authorized
Adjustments, State Match and Local Match columns in the Biennium Period table for
each funding allocation source row and fiscal year. The system calculates the Budget
columns and the Total row based on the amounts entered.

iv) To manually enter a funding allocation source, use the table at the bottom of the page
and enter:

1. The amounts for the Continuation, Legislative Adjustments, Authorized
Adjustments, State Match and Local Match columns for each budget/fiscal
year.

2. Entry Description — Enter a description of the funding allocation source.

3. Receipt Account — Enter a receipt account for the budget line item.

V) When data entry is complete, click the Add button and the funding allocation row
displays in the Biennium Period table in the middle of the page.

vi) Click the Save button when data entry is completed. Click the service name link in
the Page Title to return to the Budget Tab/Details Page.

m) County/Local Receipts — The system revises any amount displayed in this field with entries
made on the Budget Breakouts Details Page (described below). To enter budget detail, click
the Enter County/Local Budget Receipts Details link.

Editing Budget Funding Details for Service: Test Service, Receipt Type: County/Local Receipts Check In Submit

Select your pany code and re

ip and click Add, the data table will reload once saved.
Choose Selection x Add

Save Reset

Biennial Period
2009-2010

Ilec:elpl Legislative Authorized Legislative Legislative Authorized
Adjustments | Adjustments m Adjustments | Adjustments | Adjustments B t

Total

To manually enter a funding allocation source, fillin the figlds below and click the Add Butten. This will add it ta the funding allocation listing above.

- - Legislative Authorized Legislative Legislative "
o | e e

e ~ |
i) Company Code — Select a code from the drop-down list.
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i) Receipt Account — Select an account from the cascading drop-down list and click the
Add button. The system populates a funding allocation source row in the Biennium
Period table for data entry.

iii) Enter the amounts for the Continuation, Legislative Adjustments, Authorized
Adjustments, State Match and Local Match columns in the Biennium Period table for
each funding allocation source row and fiscal year. The system calculates the Budget
columns and the Total row based on the amounts entered.

iv) To manually enter a funding allocation source, use the table at the bottom of the page
and enter:

1. The amounts for the Continuation, Legislative Adjustments, Authorized
Adjustments, State Match and Local Match columns for each budget/fiscal
year.

2. Entry Description — Enter a description of the funding allocation source.

3. Receipt Account — Enter a receipt account for the budget line item.

V) When data entry is complete, click the Add button and the funding allocation row
displays in the Biennium Period table in the middle of the page.

vi) Click the Save button when data entry is completed. Click the service name link in
the Page Title to return to the Budget Tab/Details Page.

n) Other Receipts — The system revises any amount displayed in this field with entries made on
the Budget Breakouts Details Page (described below). To enter budget detail, click the Enter
Other Budget Receipts Details link.

Editing Budget Funding Details for Service: Test Service, Receipt Type: Other Receipts M Submit |
Select your pany code and receip and click Add, the data table will reload once saved.

IW 5 Add

Choose Selection =] *

Save Reset

Biennial Period

2009-2010

Recelpt Leglslatlve Aumonzed Leglslatlve Leglslatlve Aulhonzed

Tolal

To manually enter a funding allocation source, fill in the fields below and click the Add Button. This will add it to the funding allocation listing above

- - Legislative Authorized _ _ Legislative Legislative - _
e [0 [ — I E— E— E—

e oo |
i) Company Code — Select a code from the drop-down list.
i) Receipt Account — Select an account from the cascading drop-down list and click the

Add button. The system populates a funding allocation source row in the Biennium
Period table for data entry.

iii) Enter the amounts for the Continuation, Legislative Adjustments, Authorized
Adjustments, State Match and Local Match columns in the Biennium Period table for
each funding allocation source row and fiscal year. The system calculates the Budget
columns and the Total row based on the amounts entered.

iv) To manually enter a funding allocation source, use the table at the bottom of the page
and enter:

1. The amounts for the Continuation, Legislative Adjustments, Authorized
Adjustments, State Match and Local Match columns for each budget/fiscal
year.

2. Entry Description — Enter a description of the funding allocation source.

3. Receipt Account — Enter a receipt account for the budget line item.

V) When data entry is complete, click the Add button and the funding allocation row
displays in the Biennium Period table in the middle of the page.
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6)
7)
8)

9)

vi) Click the Save button when data entry is completed. Click the service name link in
the Page Title to return to the Budget Tab/Details Page.

0) Total Receipts — The system calculates the total receipts received from all sources.

p) General Fund Appropriations— The system calculates the amount of total General Fund
Appropriations based on the amounts entered above in the budget and receipt rows.

Enter an explanatory note about the budget as needed in the Budget Note field.

Enter any requirements for receiving matching funds in the Match Note field.

Enter additional information about the budget for each fiscal year in the biennium in the
following fields.

MOE (Maintenance of Effort) Entries

a) General Appropriations

b) Local Receipts

c) Select Yes in the drop-down list to indicate that the matching funds shown for this service
also count toward MOE requirements. Default is “No”.

d) Enter requirements for the Maintenance of Effort in the MOE Note field.

FTEs Row

e) FTEs- Enter the number of state employee full-time equivalents budgeted for the service in
the Continuation, Legislative Adjustments and Authorized Adjustments columns for each
fiscal year in the biennium.

The system calculates a FTE total for the budget for each fiscal year in the biennium.
f) Budget Note — Enter any detailed notes necessary to further explain the budget for the
service.

Click the Save button to save the new or modified budget data for the service record. Repeat the
process as necessary to enter budget data for all fiscal years/budget codes combinations.

10) Click the Expenditure Tab to enter high-level current fiscal year expenditure information for the

service. The Expenditure Tab/Details Page displays.
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Editing Budgets and Expenditures for Service: Test Service - Program: General Communicable Di
Control Check In Submit |

Leaal Autnority  Budaet & Expenditure  Performance  |ncome Eligibility  Population  Providers — Associate Contracts

Click the Copy Budget Data butten to copy existing data to the next Biennium contiuation fields. If data is already present for the next Biennium the copy Copy Budget Data |
process will be stopped so no existing data is overwritten.

Use the selections below to taggle the screen view. You can select the Biennial Periad and the Budget Code to view or enter data Once selected, click the | Load Data |
"Load Data” butten. The selection defaults to the applications settings
bemiarorios | RN usscicoe | BT

Budget | Expenditure |

Save Reset |

Maodified By: , Modified Date:

Fiscal Year 2009-2010 Fiscal Year 2010-2011
[ TAmowt ||[stourer [znacuarer [sraquarier [anauarer [vom  Jencombranee |

Enter State Administrative Expenditure Details 2008-2010 Enter State Administrative Expenditurs Details 2010-2011

e ] e T T e S
oo ] e —

T o o of o 7 o

Local Allocations (6x) 1] ] 0 0 0 0

Enter Locsl Allocstions Expenditurs Detsils 2003-2010 Enter L ocal Allocstions Exsenditurs Detsils 2010-2011

e oo [ T Tl B
o s

Enter Federal Expenditure Reosiot Details 2002-2010 Enter Federal Excenditure Reosict Details 2010-2011

Enter Countyl ooal Excenditurs Reosist Details 2003-2010 Enter County’l ocal Expenditure Reosist Detsils 2010-2011

Enter Other Budget Expenditurs Details 2005-2010 Enter Other Budget Expenditurs Details 2010-2011

Explanatory Notes

-
Expenditure Note
[

PreviUuE.Tabl Mext Tab |

11) To load the correct biennium years and expenditure data, select the biennium from the Biennium

Period field, then select the correct code from the Budget Code drop-down list. Click the Load
Data button to load the selection in the fields on the Expenditure Tab/Details Page.

12) The Expenditure Tab/Details Page presents a table where expenditure information can be added

for the prior fiscal year and service by quarter.

Expenditure Column Fields

a) Amount — The system displays a total for previous fiscal years.
b) 1% Quarter

¢) 2" Quarter

d) 3" Quarter

e) 4" Quarter

f) Total — The system calculates this field based on what you have entered for the quarterly
expenditure columns.

g) Encumbrance — The system calculates the encumbrance amounts for the fiscal year in this
column.
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Expenditure Row Fields

h)

i)
)
K)

State Level Admin — The system revises any amount displayed in this field with entries
made on the Expenditure Breakouts Details Page (described below). To enter expenditure
detail, click the Enter State Administrative Expenditure Details link.

Editing Expenditure Breakouts for Service: Test Service Check In | Submit |

Fiscal Year 2009-2010

I [T 2 Guarier [ora Quarter [ Guarer

EEET 0 | d o |
TR 5 | 5 | 5 |
0 0 0
0 0 0

Save

Reset

[ |

o o ol =
o o o o

i) Salary and Fringe

i) Other 1x

iii) Operating (2x-5x)

iv) Total — The system calculates the total for the amounts entered.

V) Click the Save button when data entry is completed. Click the service name link in
the Page Title to return to the Expenditure Tab/Details Page.

State Service (6X)
State Reserves (7x)
Local Contracts (6x)

Local Allocations (6x) — The system revises any amount displayed in this field with entries
made on the Expenditure Breakouts Details Page (described below). To enter expenditure
detail, click the Enter Local Allocations Expenditure Details link.

Editing Expenditure Breakouts for Service: Test Service Check In | Submit |
Save
[ Ttowier  ondoweier  [swowrer  Jamowrer  Jrom |

Reset
== 0 | 0| g —
oo | 3 | o
i) Services
i) Administration

iii) Total — The system calculates the total for the amounts entered and displays this
amount on the Expenditure Tab/Details Page.

iv) Click the Save button when data entry is completed. Click the service name link in
the Page Title to return to the Expenditure Tab/Details Page.

Intragovermental Transfers (8x)

Total Requirements — The system calculates the total expenditures for the service in the
fiscal year based on the data entered in all rows above.

Federal Receipts — The system revises any amount displayed in this field with entries made
on the Expenditure Breakouts Details Page (described below). To enter expenditure detail,
click the Enter Federal Expenditure Receipt Details link.

Editing Expenditure Funding Details for Service: Test Service, Receipt Type: Federal Receipts Check In Submit |

Fiscal Year 2010-2011

Receipt Account [{stQuarter  |2nd Quarter 4th Quarter
| 0| 0| 0 | 0 0

Save

Reset

The system displays an expenditure row for each receipt account entered in the budget.
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i) Enter the expenditure amounts for each receipt account row for each quarter.

i) Total — The system calculates the total based on the values entered and displays this
amount on the Expenditure Tab/Details Page.

iii) Click the Save button when data entry is completed. Click the service name link in
the Page Title to return to the Expenditure Tab/Details Page.

p) County/Local Receipts — The system revises any amount displayed in this field with entries
made on the Expenditure Breakouts Details Page (described below). To enter expenditure
detail, click the Enter County/Local Expenditure Receipt Details link.

Editing Expenditure Funding Details for Service: Test Service, Receipt Type: County/Local Receipts Check In | Submit

Fiscal Year 2010-2041

Receipt Aot et Guarter 2 G [5rd Quarter [t Guarter

Save

Reset

The system displays an expenditure row for each receipt account entered.

i) Enter the expenditure amounts for each quarter.

i) Total — The system calculates the total based on the values entered and displays this
amount on the Expenditure Tab/Details Page.

iii) Click the Save button when data entry is completed. Click the service name link in
the Page Title to return to the Expenditure Tab/Details Page.

g) Other Receipts — The system revises any amount displayed in this field with entries made on
the Expenditure Breakouts Details Page (described below). To enter expenditure detail, click
the Enter Other Expenditure Receipt Details link.

Editing Expenditure Funding Details for Service: Test Service, Receipt Type: Other Receipts Check In Submit

Fiscal Year 2008-2010

Reseipt Account ot quarter o Guarier [ora quarer [ Guarier

Save

Reset

The system displays an expenditure row for each receipt account entered.

i) Enter the expenditure amounts for each quarter.

i) Total — The system calculates the total based on the values entered and displays this
amount on the Expenditure Tab/Details Page.

iii) Click the Save button when data entry is completed. Click the service name link in
the Page Title to return to the Expenditure Tab/Details Page.

r) Total Receipts — The system calculates the total receipts received from all sources.
s) General Fund Appropriations— The system calculates the amount of total General Fund
Appropriations based on the amounts entered in the above rows.
13) Enter an explanatory note about the expenditures as needed in the Expenditure Note field.

14) Click the Save button to save the expenditure data for the service record. Repeat the process as
necessary to enter expenditure data for all fiscal years/budget codes combinations.

6.2 Add Budget Data for a Contract

1) Click the Budget sub-item link that displays at the top of the Contract Details Page. The Budget
Summary Tab/Details Page displays a high-level view of funding sources and original,
amendments and amended total budget amounts.
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Editing Budgets for Contract: 00025561 Test Contract
Madified By: ., Modified Date:

Worksheets

Budoget Performance Counties Amendments Attachments

Budget Summary | Budget | &ll Funding Sources | Activities

Check In I Submit

D o0 o o o
D o0 o o o

[ ToromaiAmoum [Amenaments | Amendea Amount

D o0 o o o

Previous Tab | Next Tab |

2) Click the Budget tab to enter budget data. The Budget Tab/Details Page displays.

Editing Budgets for Contract: 00025561 Test Contract
Modified By: . Modified Date:

Worksheets

Budaet Perormance Counties Amendments Aftachments

Budget Summary ‘ Budget | All Funding Sources || Activities

Check In Submit |

Funding Configuration Save MNew
Choose Selection ~| = This selection is used to determine the entry of funding data, either by Budget Year (prorated for Update
reporting by fiscal year) or by Fiscal Year. This choice has to be made prior to entering funding data. Reset
Funds Status IChoose Seloction j Set Status |Th\s selection is used by budget officers to denote funds status
and to assist with the approval routing system.
Page 1 of 0 (0 ftems)
‘ ‘ Category Service Name Modified By Modified

Page 1 of 0 (0 tems)

F‘reviousTabl Next Tab |

3) The system displays in the Funding Configuration field the configuration that was selected on the
Contract Details Page. The selection made for the contract determines how the data entry rows

are labeled for the budget amounts to be entered.
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Budget Summary ‘ Budget | All Funding Sources || Activities

Funding Configuration Save New
Funding by Budgst Year x| - This selection is used to determine the entry of funding data, either by Budget Year (prorated for Update
reporting by fiscal year) or by Fiscal Year. This choice has to be made prior to entering funding data. Reset

e
_

This selection is used by budget officers to denote funds status
v| Set Status P .
and to assist with the approval routing system.

0 | g ] ] 0
0 | g — — 0
0 | g — — 0

0 0 0 0 0
Page 1 of 0 (0 items)
‘ ‘ Category Service Name Modified By Modified

Page 1 of 0 (0 fems)

Previous Tab Next Tab
(Funding By Budget Year)
Budget Summary ‘ Budget | All Funding Sources || Activities
Funding Configuration Save New
Funding by Fiscal Year x| = This selection is used to determine the entry of funding data, either by Budget ear (prorated for Update
reporting by fiscal year) or by Fiscal Year. This choice has to be made prior to entering funding data. Reset

b
_

Funds Status | Choose Selection

5 This selection is used by budget officers to denote funds status
v| et Status |
and to assist with the approval routing system.

g g o 3 )
; — — 0

|
|

0 | 0 0 0 0
|

0

0 0 0 0 0
0 0 0 0 0
Page 1 of 0 (0 tems)
‘ ‘ Category Service Name Modified By Modified

Page 1 of 0 (0 items)

Previous Tab Mext Tab

(Funding by Fiscal Year)

4) Enter information about the contract budget in the following fields. Fields marked with an
asterisk (*) require data entry before the record can be saved.

a) Service* — Select a service for the budget line item from the drop-down list.
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5)

6)

7)
8)

9)

b) Category* — Select a category from the drop-down list to describe the type of contracted
service.

¢) Requirement Account — Enter the DHHS Office of Budget and Analysis account for the
service and category budget line item.

d) PO Number — Enter the number of the purchase order issued in association with the service
and category budget line item.

e) Company Code* — Select a company code from the drop-down list.

f) FRC* - Select a federal reimbursement code from the drop-down list for the service and
category budget line item. The FRC selected determines what CFDA the system uses for the
budget

g) RCC* - Enter a responsibility cost center for the service and category budget line item.

h) Grant - If a grant is available for the service and it has been entered in the system, select it
from the drop-down list.

i) Grant Award — If a grant was selected, select the grant award from the cascading drop-down
list.

For each budget or fiscal year row that displays, based on the funding configuration selected for
the contract, enter the following receipt and appropriations data for the service and category
budget line item.

a) Federal Receipts

b) County/Local Receipts

c) Other Receipts

d) Appropriations

The system totals and displays the total of all receipts and appropriations entered for each budget
or fiscal year in the Total column.

Click the Save New button. The service displays in the sub-list at the bottom of the page.

To edit a previously entered service and category budget line item data, click the Edit link in the
function column in the sub-list. Edit the budget data as necessary and click the Update button to
save your modifications.

Enter additional funding line items as necessary for each service to be supplied by the contracted
provider.

10) The budget officer for your division will edit the service and category budget line item by

selecting a Funds Status from the drop-down list. Once the status is selected, click the Set Status
button.

11) Click Budget Summary tab to view a summary of the budget data entered for the contract.

12) Click the All Funding Sources tab to view all the funding sources entered for all

category/service budget data for the contract. The All Funding Sources Tab displays all funding
source data based on what you entered on the Budget Tab/Details Page.
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Editing Budgets for Contract: 00025561 Test Contract Check In
Modified By: Joyce Young, Modified Date: 7/22/2011 —I

Worksheets Budget Perdormance Counties Amendments Aftachments

Budget Summary || Budget | All Funding Sources || Activities

Page 1 of 1 (3 items) [1]

Chx :_umber Lo # ERC %{% g;;i oA RCC Year F;ed% ;Its AnpropHal %ﬂ’_ QtsL( %ggts Gkl
o 2001 56 14.231 111 3 £0.00
1} 2001 56 14.231 111 2 £1,000.00  $4,000.00 £5,000.00
1} 2001 56 14.231 LiLL 1 $1,000.00  £4,000.00 £5,000.00
$2,000.00 58,000.00 £0.00 £0.00 510,000.00

Page 1 of 1 (3 ftems) [1]

Previous Tab | MNext Tab |

13) To enter activities for the contract, click the Activities tab. The Activities Tab/Details Page

displays.

Editing Budgets for Contract: 00025561 Test Confract Check In

WModified By: Joyce Young, Modified Date: 7/23/2011

Worksheets Budaet Performance Counties Amendments Aftachments

Budget Summary || Budget | All Funding Sources || Activities
| * Rmrte! Frovider IChoose Selection x| * Save New
Update
= b

Reset

Activity Description

= Check
Spelling

Page 1 of 0 (0 items)

M M P Requires e -
Activity Hame Activity Description z g HModified By M
Activity Hame A | Activity Description Provider Budaet Modified B Modified

Page 1 of 0 (0 items)

Previous Tab | MNext Tab |

14) Enter information about the activities for the contract in the following fields. Fields marked with
an asterisk (*) require data entry before the record can be saved.

a) Activity Name* — Enter a name for the activity.

b) Requires Provider Budget* — Select Yes or No to indicate whether provider budget data is
to be entered into the sytem for the activity. If “Yes” is selected, a to do item displays on the
Budget by Contract, Amendment or Activity Tab/L ist Page for the contracted provider.

c) Activity Description — Enter a detailed description of the contract activity.

15) Click the Save New button to save the activity sub-item for the budget record. The activity
displays in the sub-list at the bottom of the Activities Tab/Details Page.

To edit a previously entered activity, click the Edit link in the function column for the activity in

the sub-list at the bottom of the page. Once you have made your modifications, click the Update
button to save your changes.

16) Click the Category/Funding Linking Tool tab if it displays, which it only does for contract data
imported from the old Contracts Database system. The Category/Funding Linking Tool displays
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S0 you can link services and categories to funding data.

Editing Budgets for Contract: 00024842 Community-Focused Eliminating Health Dis

Check In
Modified By: . Modified Date

Worksheets Budget Performance Counties Amendments Attachments

Budget Summary || Budget | All Funding Socurces | Activities | Category/Funding Linking Tool

This tool is used to re-link the category entries to the funding entries. Normally you will not need to use this tool, but for data imported from the
old contracts system it is available to link the new data collected to the funding.

How to use this page:

+ To create a brand new category entry and associate it to existing funding records, select the service, the category and the funding records
and click the Save New button.

+ To associate existing categories to existing funding records, select the Service, the Category, the items in both grids and click the Update
button,

|Chnnse Selection j -
o Category Service Name Modified By Modified
PO Fund Federal | State Local Other
u Humber Cubs ERE Rt Code B bEE iEay Amount | Amount | Amount | Amount ]
O 2801 i1} 1262 4179 2012 £0.00 | £45,00... £0.00 50.00 | $45,00...
50.00 $45,00... £0.00 50,00 5$45,00...
Previous Tab | Next Tab |

17) To create a brand new category entry and associate it to existing funding records, select the
service from the Service drop-down list. Select a category from the Category drop-down list and a

funding source from the All Funding Sources list. Click the Save New button. The linked category,
service and funding source displays in the sub-list in the middle page.

18) To associate existing categories to existing funding records, select the service from the Service

drop-down list, the category from the Category drop-down list, the items in both sub-lists and
click the Update button.

19) To edit a previously linked category, service and funding, click the Edit link in the function

column for the service and category in the sub-list in the middle of the page. Once you have made
your modifications, click the Update button to save your changes.

6.3 Add Budget Data for an Amendment

1) Click the Budget sub-item link that displays at the top of the Amendment Tab/Details Page. The

Budget Summary Tab/Details Page displays with a summary of the budget set for the contract,
and any other previous amendments, if any.

Editing Budgets for Amendment: 1 Psychiatric Services - Contract: 00023556 Psychiatric Services

Check In Submit
Madified By | Modified Date: —I—I

Worksheets Budget Performance Counties

Budget Summary | Budget | All Funding Sources | Activities | Category/Funding Linking Tool

[ TorgmaAmoun  JAmenomes  [AmondogAmoum |
Previous Tab Next Tab
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2) Click the Budget tab. The Budget Tab/Details Page displays.
ﬁgjﬁ’ilgdgaﬁuiﬂz?rzg%gémendme nt: 1 Psychiatric Services - Contract: 00023556 Psychiatric Services Check In i |

3)

4)

Worksheets Budget Pedormance Counties

Budget Summary || Budget || All Funding Sources || Activities | Category/Funding Linking Tool

Funding Configuration

sca = This selection is used to determine the entry of funding data, either by Budget Year (prorated for
reportmg by ﬂscal year) or by Fiscal Year. This choice has to be made prior to entering funding data.

e —
_ :-::;: E;::-:.- ’

= | This selection is used by budget officers to denote funds status
— 1l 'and to assist with the approval routing system

[ 0 0 0 0
0 0 0 0
Page 1 of 0 (0 tems)
_ Federal ... County/Loc Other Maodified -
Category Service Hame Receipts Appropriatic Recelpts Recelpts Total By Modified
50.00 £0.00 0,00 =0.00 20,00
Page 1 of 0 (0 tems)

PrevinusTabl Next Tab |

The system displays the funding configuration for set for the original contract in the Funding
Configuration field. Like for entering budgets for contracts, this setting determines how the data
entry rows are labeled for the budget amounts (either by Budget Year 1, 2, etc. or Fiscal Year
such as 2011, 2012, etc.).

Enter information about the amendment budget in the following fields. Fields marked with an
asterisk (*) require data entry before the record can be saved.
a) Service* — Select a service for the budget line item from the drop-down list.

b) Category* — Select a category from the drop-down list to describe the type of contracted
service.

¢) Requirement Account — Enter the DHHS Office of Budget and Analysis account for the
service and category budget line item.

d) PO Number — Enter the number of the purchase order issued in association with the service
and category budget line item.

e) Company Code* — Select a company code from the drop-down list.

f) FRC* — Select a federal reimbursement code from the drop-down list for the service and
category budget line item. The FRC selected determines what CFDA the system uses for the
budget

g) RCC* - Enter a responsibility cost center for the service and category budget line item.

h) Grant— If a grant is available for the service and it has been entered in the system, select it
from the drop-down list.

i) Grant Award — If a grant was selected, select the grant award from the cascading drop-down
list.
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5) For each budget or fiscal year row that displays, depending on which funding configuration was
selected, enter the following receipt and appropriations data for the service and category budget
line item.

a) Federal Receipts
b) County/Local Receipts
c) Other Receipts
d) Appropriations
6) The system totals and displays the total of all receipts and appropriations entered for each budget
or fiscal year in the Total column.
7) Click the Save New button. The service displays in the sub-list at the bottom of the page.

8) To edit a previously entered service and category budget line item data, click the Edit link in the
function column in the sub-list. Edit the budget data as necessary and click the Update button to
save your modifications.

9) Enter additional funding line items as necessary for each service to be supplied by the contracted
provider per the amendment.

10) The budget officer for your division will edit the service and category budget line item by
selecting a Funds Status from the drop-down list. Once the status is selected, click the Set Status
button.

11) Click Budget Summary tab to view a summary of the budget data entered for the contract.

12) Click the All Funding Sources tab to view all the funding sources entered for all
category/service budget data for the contract and amendment. The All Funding Sources Tab
displays all funding source data based on what you entered on the Budget Tab/Details Page for
both the contract and the amendment.

Editing Budgets for Amendment: 1 Psychiatric Services - Contract: 00023556 Psychiatric Services Check In | = |
Modified By: . Modified Date
Worksheets Budget Performance Counfties
Budget Summary | Budget | All Funding Sources | Activities | Category/Funding Linking Tool
Page 1 of 1 (2 items) [1]
PO Reguireme Fund Federal -1 County/Ld Other
CA# | fumber | 0¥ ERC Account | Code CFDA RCC Year Receipts Approprial Receipts | Receipts doz
EP4738617 3001 MA 532132150/ 1330 3002 2011 $0.00  $60,000.00 £0.00 $0.00 | $60,000.00
1 | EP4738617| 3001 MA 532132 1330 3002 2012 50.00 360,000.00 50.00 50.00 360,000.00
£0.00 5120,000... £0.00 s0.00 $120,000...
Page 1 of 1 (2 items) [1]
Previous Tab | MNext Tab |

13) To enter activities for the amendment, click the Activities tab. The Activities Tab/Details Page
displays.
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Editing Budgets for Amendment: 1 Psychiatric Services - Contract: 00023556 Psychiatric Services Check | SUm
Modified By- . Modified Date &l_l

Worksheets Budaet Performance Counties

Budget Summary || Budget | All Funding Sources || Activities | Category/Funding Linking Tool

- ne the activity name hers . Reuires Provider [ B T
Activity Name pe the activity name here Choose Selection ¥

Vpe the ac y description nere ;I
Activity Description
=l Check

Page 1 of 0 (0 items)

- - P Requires - -
Activity Hame Activity Description - a Modified By Modilied
Activity Name & | Activity Description Provider Budget Modified B Modified

Page 1 of 0 (0 tems)

Previous Tab | MNext Tab |

14) Enter information about the activities for the amendment in the following fields. Fields marked
with an asterisk (*) require data entry before the record can be saved.
a) Activity Name* — Enter a name for the activity.

b) Requires Provider Budget* — Select Yes or No to indicate whether provider budget data
needs to be entered into the sytem for the activity. If “Yes” is selected, a to do item displays
on the Budget by Contract, Amendment or Activity Tab/L ist Page for the contracted provider.

c) Activity Description — Enter a detailed description of the activity.

15) Click the Save New button to save the activity sub-item for the budget record. The activity
displays in the sub-list at the bottom of the Activities Tab/Details Page.

To edit a previously entered activity, click the Edit link in the function column for the activity in
the sub-list at the bottom of the page. Once you have made your modifications, click the Update

button to save your changes.
16) Click the Category/Funding Linking Tool tab if it displays, which it only does for contract and

amendment data imported from the old Contracts Database system. The Category/Funding
Linking Tool displays so you can link services and categories to funding data.
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Editing Budgets for Amendment: 1 Psychiatric Services - Contract: 00023556 Psychiatric Services Check | Submit
Modified By: . Modified Date ﬁ"
Worksheets Budget Performance Counties

Budget Summary | Budget | All Funding Sources | Activities | Category/Funding Linking Toal

This tool is used to re-link the category entries to the funding entries. Normally you will not need to use this tool, but for data imported from the
old contracts system it is available to link the new data collected to the funding.

How to use this page:
» To create a brand new category entry and associate it to existing funding records, select the service, the category and the funding records
and click the Save New button.

+ To associate existing categories to existing funding records, select the Service, the Category, the items in both grids and click the Update
button.

mlcmose Selection j “
] Category Service Hame Modified By Modified
PO Fund Federal | State Local Other
u Number EDs e Rt Code BN U f=x Amount | Amount | Amount  Amount T
O EP4738... 3001 MNA 1330 3002 2012 £0.00 | £60,00... 50.00 £0.00 | £60,00...
(| 2012 50,00 50,00 50.00 50,00
£0.00 s60,00... =0.00 £0.00 s60,00...

Previous Tab | IMNext Tab |

17) To create a brand new category entry and associate it to existing funding records, select the
service from the Service drop-down list. Select a category from the Category drop-down list and a

funding source from the All Funding Sources list. Click the Save New button. The linked category,
service and funding source displays in the sub-list in the middle page.

18) To associate existing categories to existing funding records, select the service from the Service

drop-down list, the category from the Category drop-down list, the items in both sub-lists and
click the Update button.

19) To edit a previously linked category, service and funding, click the Edit link in the function

column for the activity in the sub-list in the middle of the page. Once you have made your
modifications, click the Update button to save your changes.

6.4 Add Budget Data for a Provider

Provider budget data for each contract, amendment and activity is available in the system through the
Manage Provider Details function from the Contract Details Page and the Amendment Tab/Details Page.

1) Click the To Do Items sub-item link that displays at the top of the Provider Details Page. The
Budget by Contract, Amendment or Activity Tab/List Page displays.
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Editing Pending Items for Provider: Assoc. for the Advancement of Automotive Medicine

Budget By Contract, Amendment or Activity | Scope of Work

Contacts Sub Providers Administrators Auth Signatures Contracts Documents To Do ltems Counties

Check In |

Page 1 of 1 (1 tems) [1]

udg Contract MNavigation Guide

Page 1 of 1 (1 items) [1]

Type Humber Title
Activity -
— fi ) £ Cantr er
Ents for 25541 Test Contract for System

Division of Information

Resource Management Develoniiestlaly

& | Ttem Description

Develop a Test Plan for the
contract servcie

2) Click the Enter Budget link that displays for any contract, amendment or activity for which
budget data is needed. The Budget for Provider Details Page displays the first budget/fiscal year

tab.
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Editing Budget for Provider: Assoc. for the Advancement of Automotive Medicine Check In | Submit
This budget is for Contract: 00025541 Test Contract for System Navigation Guide
2012 | 2013

- . | 5 Save

Resst
—

SalaryWages
Fringe Benefits

Total Human Resources L
Operational ExpensestCapital
QOutlays
i"PP"?S and Materials (To be IChnnse Selection vl Salect =n item to 399 to this catagory. Onos sslected, dick the Agdd buttan. Add
Equipment IChoosg Selection L4 Select an item to dd to this category. Onoe selected, didk the Add button Add

] Selectan item to 294 o this cstegaory. Onoe selected, dlick the Add
Add button.

Utilities IChggse Selection vl Select sn item to 599 to this category. Onos selected, clid the Add button.

Repair and Maintenance 00 I
Staff Development (Pr I—
Only) =

Media/Communication |Choose Selection d

| |

W

00
00
00
00

&

Travel IChnnse Selection

=
=Y
o

[ | K

Select =n item to 804 to this cetegory. Onoe A
selectsd, clidk the Add button.

_ IChoose Selection vl Select an item to 2dd to this category. Onoe selected, dick the Add button. Add
Professional Services IChggse Selection vl Select =n item to 2dd to this category. Once selected, click the Add button. Add

Dues and Subscriptions 00 I

_ IChoose Selection j Select an item to add to this category. Onoe selected, dlick the Add button. Add
Total Operational 00
Expenses\Capital Outlays :

Subcontracting and Grants 00

o
o

Ll

Indirect Cost

l—
Federal Share l— I
l—

Provider Match

| |

Total Budgeted Expen

The cost per service line item is seperste from totsl budgeted expeditures and is used when oresting s deliverstle based contract and
no cther detsil is required for the line item budget.
=

Total Cost Per Service 00
_ [

Previous Tab | Iext Tab |

3) To enter salary data for the contract/amendment/activity, click the Edit link in the Detail
Worksheet column for the Salary/Wages row. The Salary Worksheet Details Page displays.
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Editing Salary Worksheet: Assoc. for the Advancement of Automotive Medicine

Check In | Submit |

Hourly Rate IU Number of Hours IU The default is 2080, which is 40 hrs a week times 12 manths.
Salary If thars Hourly Rste is usad, than the Annus| Salsry iz sutomstically cslculstas from the Hourly Rste snd the Numbar of Hours. The maximum hourly rate is
Calculation $E60.00, sbove that pproval is requirsd.

[oli]

s oy [ [

Save
Update
Reset

T
Persons

dislay listing.

Fringe Selection IChUDSB Selection ¥| select the frings group that will be used for all salsry workshest entries. This is used to suto calculate the frings detils in the frings

Percent of time
-

Page 1 of 0 (0 items)

Humber of

Number of

Percent

Pasition or Title Annual Salary
Posons Position or Title | Hourly Rate o Annual Sala Months Worked Total Cost

No data to displ

£0.00 £0.00

Page 1 of 0 (0 items)
Page 1 of 0 (0 items)
Personnel - . . Worker's ,
————— | Social Retirement, | Health Unemployme - s Life
E:.‘.#rl'llgﬁfj Security 401K, etc. | Medical Insurance E‘ll)_srﬂlrlance e Vision e Insurance —

Page 1 of 0 (0 fems)

4) Enter information about the salaries for the provider’s contract/amendment/activity budget in the
following fields. Fields marked with an asterisk (*) require data entry before the record can be
saved.

a)

b)

d)

e)

Hourly Rate — Enter an amount in either the Hourly Rate or Annual Salary field for the
provider staff member(s) whose salary data is being entered for the provider budget. If you
enter an hourly rate, the system will not allow you to enter data in either the Annual Salary or
Months fields.

Number of Hours — If you enter an hourly rate, the system will populate this field with the
default value of 2080 hours, which is based on a work schedule of 40 hours/week times 52
weeks. Enter a new number of hours to indicate the hours the provider staff member (or each
provider staff member) will work in the budget/fiscal year if it is necessary to alter this
amount.

Annual Salary — If you have entered amounts in the Hourly Rate and Number of Hours
fields, the system calculates the annual salary and disables this field so that it cannot be
edited.

If you have not entered amounts in the Hourly Rate and Number of Hours fields, enter an
annual salary amount for the provider staff member(s).

Months — If you have entered amounts in the Hourly Rate and Number of Hours fields, the
system disables this field so that it cannot be edited.

If you have not entered amounts in the Hourly Rate and Number of Hours fields, enter the
number of months of the annual salary for the provider staff member(s) to be budgeted for the
contract/amendment/activity.

Number of Persons — Enter the number of provider staff members that are budgeted at the
same hourly rate and number of hours amounts or salary and number of months amounts.
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f) Position or Tite — Enter the position or title of the provider staff member(s) that will be
working at the entered salary for the number of months stated. It is recommended that you
enter separate salary data for each position/title to work on the contract/amendment/activity.

g) Fringe Selection — Select a fringe setting from the drop-down list to calculate the fringe
portion of the budget for this salary data. See Manage Salary Fringe Setting Data for
Providers to enter a fringe group.

5) Click the Save button. The salary data displays in the sub-list.

6) To edit previously entered salary data, click the Edit link in the function column for the salary in
the sub-list. Edit the salary data as necessary and click the Update button to save your
modifications.

To delete a previously entered salary, click the Delete link in the function column for the salary in
the sub-list. Click the OK button in the confirmation dialog box to delete the salary.

7) Repeat data entry as necessary to enter salary data for each type of position/title that will perform
work for the contract/amendment/activity. The system tallies fringe costs for all salaries entered
at the bottom of the page.

8) Click the provider name link in the Page Title to return to the Budget for Provider Details Page
for the budget/fiscal year. The system displays the total of all salaries and fringe benefits in the
Amount column for the Salary/Wages row.

9) Enter the remaining human resources line item budget information in the following fields. Fields
marked with an asterisk (*) require data entry before the record can be saved.
Budget Columns
a) Amount
b) Detail Worksheet
c) Narrative

Human Resources Row Fields

a) Salary/Wages — The system calculates and displays in the Amount column the total for the
salary information entered on the Salary Worksheet Details Page.

b) Narrative — Enter any narrative needed to describe the salary/wages portion of the budget.

c) Fringe Benefits — The system calculates and displays in the Amount column the fringe total
from the Salary Worksheet Details Page.

d) Narrative — Enter any narrative needed to describe the fringe benefits portion of the budget.
e) Other — Enter any other budget amount related to human resources.

f) Narrative — Enter any narrative needed to explain the other human resources portion of the
budget.

g) Total Human Resources — The system calculates and displays in the Amount column the
total amount for all human resource budget line items.

10) Enter the operational expenses/capital outlays line item budget information in the following
fields. Fields marked with an asterisk (*) require data entry before the record can be saved.

Operational Expenses/Capital Outlays Fields

a) The following fields have a mini pick list so you can enter multiple budget line items for these
types of operations expenses/capital outlays. For each row as appropriate, select an expense
type from the mini pick list and click the Add button. The selection displays on a new row
with Amount and Narrative fields for data entry. Repeat as necessary to add all line items for
the budget line item type. The system also displays a Delete button next to each line you have
entered for these budget line item types so you can delete a line item if necessary.

DHHS Open Window System Guide v5.doc Page 153 of 167



System Navigation Guide DHHS Open Window System

b)

)} Supplies and Materials (To be Added)

i) Equipment

iii) Travel

iv) Utilities

V) Media/Communication

Vi) Rent

vii) Professional Services

viii) Other

There are three other rows in this section that do not have mini pick lists. Enter the total
amount for the budget line items in the respective rows and a descriptive narrative.
i) Repair and Maintenance

i) Staff Development

iii) Dues and Subscriptions

Total Operational Expenses/Capital Outlays — The system calculates and displays in the
Amount column the total amount for all operational expenses/capital outlays budget line
items.

11) To enter subcontracting and grant line item budget information for the
contract/amendment/activity, click the Edit link in the Detail Worksheet column. The Secondary
Budget for Provider Details Page displays.

Editing Secondary Budget for Provider: Assoc. for the Advancement of Automotive Medicine Check In Submit |
This budget is for Contract: 00025541 Test Contract for System Navigation Guide

. . Detail : Save

Human Resources

. =
Salary/Wages 00 Egit | LI
O =

Other 00 |
=

Total Human Resources 0o
Operational Expenses\Capital
Outlays
Add

SLEi el (1 e IChggse Selection = Salact =r item to =48 to this cstegery. Dnos sslected, click the Add button
Added)
Equipment IChogse Selection vl Select en item to 8dd to this categary. Onos selected, dick the Add buttan

Travel IChoose Selection

_ IChoose Selection = Select an item to 244 to this category. Onos selected, didk the Add button.

Repair and Maintenance 00 |
Staff Development (Provider Staff lm— |
)

Only]

MedialCommunication IChoose Selection i

_ [Chooss Selection 5] Selectan fam o act o i ategoy. e seeci, ik e Ade buton
Professional Services IChoose Selection = Select an item to add to this categery. Onee selected, click the Add button.

Dues and Subscriptions 00 |

Total Operational 00
Expenses\Capital Qutlays :
Total Budgeted Expenditures [Rili}
The cost par senvice line item s separate from tetal budgeted expaditures and Is used whan oresting & deliverabls based contract and
no other astail is reguired for the line item budgst.

Reset

=
o

el (B [ [E ol o B[ B

[ Select =n item to sdd to this cstegery. Onos seleds=d, didk the Add
Add tutton.

=

Select an item to =44 to this category. Onos. A
selected, clidk the Add buttan.

=

=
=N
=y

IChUUsg Selection j Select an item to sdd to this categery. Onoe seleded, dick the Add button
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12) Enter the human resources and operational expenses/capital outlays line item budget data for the
sub provider. Data entry is the same as for the provider’s budget.

13) Click the Save button and click the link to the provider that displays in the Page Title to return to
the Budget for Provider Details Page. The system displays the Total Budgeted Expeditures for the
sub provider in the Subcontracing and Grants field.

14) Enter the total amount for the following budget line items in the respective rows and a descriptive
narrative. Fields that require data entry before the record can be saved are marked with an asterisk

().

a) Indirect Cost

b) Federal Share

¢) Provider Match

15) The system calculates the total budget based on all entered data and displays the total in the Total
Budgeted Expenditures field.

16) If you are creating a deliverable-based contract and no line item budget detail is required, enter a
budget amount in the Total Cost Per Service field and a descriptive narrative.

17) Click the Save button. Click the link to the provider that displays in the Page Title to return to the
Budget by Contract, Amendment or Activity Tab/List Page.

6.5 Add Budget Data for a Request Document

You can enter estimated budget data for a RFA and RFQ at this time. Since the steps are the same, only
the RFA navigation is shown here.

1) Click the Budget sub-item link that displays at the top of the RFA Details Page. The Budget
Summary Tab/Details Page displays with a summary of the budget set for the RFA, if any has
been defined.

Editing Budgets for RFA: Test RFA _Check n
Nodified By: , Modified Date:
Budoet Evaluations Confracts Aftachments
Budget Summary || Budget || All Funding Sources
[ oromsAmour  [Amenomems  [AmeneoAmoumt |

o o o oo
o oo oo o o
o = oo oo o

Previous Tab | Mext Tab |

2) Click the Budget tab. The Budget Tab/Details Page displays.
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Editing Budgets for RFA: Test RFA
Modified By: . Modified Date

Budget Evaluations Contracts

Check\nl Submit |

Aftachments

Budget Summary | Budget | &ll Funding Socurces

Funding Configuration

Save New
IChDDSB Selection 'I # This selection is used to determine the entry of funding data, either by Budget Year (prorated for Update
reporting by fiscal year) or by Fiscal Year. This choice has to be made prior to entering funding data. Rt
Grant Award
Page 1 of 0 (0 items)
Category Service Name Modified By Modified
Page 1 of 0 (0 items)

Previous Tab | MNext Tab |

3) Select either Budget by Budget Year or Budget by Fiscal Year from the Funding Configuration
drop-down list. The selection you make determines how the data entry rows are labeled for the

budget amounts to be entered for the final contract if one is generated from this request
document.

Editing Budgets for RFA: Test RFA
Modified By: | Modified Date

= -
Check In | Submit |
Budgst Evaluations Contracts Aftachments

Budget Summary | Budget | All Funding Scurces

Funding Configuration

Save New
m = This selection is used to determine the entry of funding data, either by Budget Year {prorated for m
reporting by fiscal year) or by Fiscal Year. This choice has to be made prior to entering funding data. W
|

0 | 0 [ 0 | 0

0
Page 1 of 0 (0 ftems)
Category Service Name Modified By Modified
Page 1 of 0 (0 tems)

Previous Tab | Next Tab |

4) Enter information about the request budget in the following fields. Fields marked with an asterisk
(*) require data entry before the record can be saved.

a) Service* — Select a service for the budget line item from the drop-down list.
b) Category* — Select a category from the drop-down list to describe the type of service.

¢) Requirement Account — Enter the DHHS Office of Budget and Analysis account for the
service and category budget line item.
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5)

6)
7)

8)

9

d) PO Number — Enter the number of the purchase order issued in association with the service
and category budget line item.

e) Company Code* — Select a company code from the drop-down list.

f) FRC* — Select a federal reimbursement code from the drop-down list for the service and
category budget line item. The FRC selected determines what CFDA the system uses for the
budget

g) RCC* - Enter a responsibility cost center for the service and category budget line item.

h) Grant - If a grant is available for the service and it has been entered in the system, select it
from the drop-down list.

i) Grant Award - If a grant was selected, select the grant award from the cascading drop-down
list.

For each budget or fiscal year row that displays, depending on which funding configuration was
selected, enter the following receipt and appropriations data for the service and category budget
line item.

a) Federal Receipts

b) County/Local Receipts

c) Other Receipts

d) Appropriations

The system totals and displays the total of all receipts and appropriations entered for each budget
or fiscal year in the Total column.

Click the Save New button. The service budget for the request displays in the sub-list at the
bottom of the page.

To edit a previously entered service and category budget line item data for the request, click the
Edit link in the function column in the sub-list. Edit the budget data as necessary and click the
Update button to save your modifications.

Enter additional funding line items as necessary for each service to be supplied by the contracted
provider.

10) Click Budget Summary tab to view a summary of the budget data entered for the contract.

11) Click the All Funding Sources tab to view all the funding sources entered for all

category/service budget data for the request. The All Funding Sources Tab displays all funding
source data based on what you entered on the Budget Tab/Details Page.

Editing Budgets for RFA: Test RFA Check In Submit

Modified By: Joyce Young, Modified Date: 7/24/2011
Budget Evaluations Contracts Attachments

Budget Summary | Budget | All Funding Sources

Page 1 of 1 (1 items) [1]

Federal -+ County/lg Other
Receipts LI, Receipts | Receipts T

1 £10,000.00 £5,000.00 £15,000.00
510,000.00 $5,000.00 50.00 s0.00 $15,000.00

Year

=== | Number | = — Account | Cod

]

caz PO Co# FRC NS CFDA RCC
5

0 96325896  2BO1 AA 5526

Page 1 of 1 (1 items) [1]

Previous Tab Next Tab
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7.1 Add a Grant

NOTE:

A limited number of users will be able to enter new grants into the system.

1) Select Grants from the navigation menu and select Add Grant from the sub-navigation menu or
click the Add a New Grant link on the Grant Management Page. The Grant Tab/Details Page
displays.

Grants List| |Add Grant

Grant | Grant History | Sub Component

‘Grant Title Type the Grant Title here *
- - New
m IDMSIUI] of Information Resource Management x| =
Reset
m_ pe the Federal Indentification here |* EGBGEELE] Choose Selection -

Save

CFDA Choose Selection 'I Renew

Federal

l—a

CRISID

Grant Type IChoose Selection
-

Federal Agency)| | Choose Selection

=

Amount State Match l— Local Match l— Sub
Recuested Amouns Amouns o]
Other Match l— Program Match| l— ‘Carry Forward l—

Amount Amount Amount

Start Date il End Date I H m Choose Selection 'I *

“ Choose Selection 'I *

Contact Name I

Contact li x
Humber

Previous Tab | MNext Tab |

2) Enter information about the new grant in the following fields. Fields marked with an asterisk (*)
require data entry before the record can be saved.

a) Grant Title* — Enter the title of the grant.

b) Division* — The system displays the default division to which you have been assigned. If you
have been assigned to more than one division, select the division that has applied for the grant
from the drop-down list.

c) Grant ID* — Enter the grant identification number assigned by the federal agency that is
providing the grant.

d) Budget Code — Select a budget code for the division from the cascading drop-down list.

e) CFDA — Select the Catalog of of Federal Domestic Assistance (CFDA) program number for
the grant from the drop-down list.

f) Federal Amount Requested™* - Enter the amount the amount requested for the federal grant.

g) State Match Amount — Enter the amount of state match funding needed to secure the federal
grant.

h) Local Match Amount — Enter the amount of local match funding needed to secure the
federal grant.
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i) Other Match Amount — Enter the amount of other match funding needed to secure the
federal grant.

i) Program Match Amount — Enter the amount of program match funding needed to secure
the federal grant.

k) Carry Forward Amount — Enter the amount of funds that can be carried forward to the next
fiscal year.

I) Start Date* — Enter or select the start date for the grant.
m) Enter Date* — Enter or select the end date for the grant.

n) Is New™* - Select Yes or No from the drop-down list to indicate whether this is a new grant
for the division or department.

0) CRIS ID - Enter the Community Resource Information System (CRIS) identification number
for the grant.

p) Grant Type* — Select a grant type from the drop-down list.

g) R and D* - Select Yes or No from the drop-down list to indicate whether the grant is for
research and development purposes.

r) Federal Agency — Select the name of the federal agency issuing the grant from the drop-
down list.

s) Contact Name* — Enter the first and last name of the division contact for the grant.
t) Contact Number* — Enter the telephone number of the division contact for the grant.

3) Click the Save button to save the grant record.

4) If the grant will be divided into sub components, click the Sub Component button. The system
creates a new grant record with the same Grant Title, CFDA and Is New data that were entered
for the main grant record.

Editing Grant: ACA-Medicare Beneficiary Outreach & Assistance Submit |

Grant || Grant Awards || Grant and Award Documents | Grant History | Sub Component

|}‘~CA edicare Beneficiary Outreach & Assistance ® Save
New
m |Choose Selection j
Reset
T pe the Federal Indentification here Choose Selection =] * |93 07 j Renew
Federal Amount I— State Match lﬂ— Local Match lﬂ— Sub
Requested Amount Amount Cnmpnnem
Other Match l— Program Match l— Carry Forward l—
Amount Amount Amount
E ’( E ’( x

Federal Agency IChnnse Selection j
% Contact I— %
Number

‘Contact Name I

PrewousTabl MNext Tab |

5) Enter the rest of the data for the grant sub component on the Grant Tab/Details Page as you did
for the main grant.

6) Click the Save button to save the sub component grant record.

7) To view a list of all sub components entered for the grant, click the Sub Component tab. The
Sub Component Tab/List Page displays with a list of all grant sub components entered to date.
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Editing Grant: ACA-Medicare Beneficiary OQutreach & Assistance

Grant || Grant Awards || Grant and Award Documents | Grant History | Sub Component

Submit |

Page 1 of 1 (1 items) [1]
Grant Title & | Fed Amt Reg. Start Date | End Date New Grant Modified By Modified
ACA-Medicare
Beneficary = =T . o S oy
Outreach & $25,897.00  0&/30/2010 07/01/2011 Yes Joyce Young 09/02/2011
Assistance

$25,897.00
Page 1 of 1 (1 fems) [1]

Previous Tab Next Tab

7.2

Upload Grant and Award Documents

Once a grant award or grant-related documents are received from the federal agency that is providing the

grant, scans of the documents can be uploaded to the system.

1) Select Grants from the navigation menu and select Grants List from the sub-navigation menu or
click the View Current New Grants link on the Grant Management Page. The Grants List Page

displays.

Type search details here

Search Results for Grants

I~ Advanced _ Search | 3

Page 1 of 25 (246 items) [1]1 2 3 4 56 2 23 24 25 (o)
E;Cked +  Division A | Grant Title A | Fed Amt Rea.

Accelerating Integrated,
Evidence_based and
Sustainable Service
Systems for Older
Adults, Individuals with
Disabilities and Family
Caregivers (Part A)

Division of Aging and

Adult Services $1,209,173.00

ACA-Medicare
Beneficiary Qutreach &
Assistance

Division of Aging and

Adult Services $526,578.00

Alzeheimer's
Demonstration Grant-
REACH II

Division of Aging and

Adult Services $500,000.00

ARRA Chronic Disease
Self-Management
Program

Division of Aging and
Adult Services

"

1,006,573.00

2)

3)

Division of Aging and
Adult Services

Creating Dementia
Capable,Sustainable
Service Systems for
Persons with Dementia
and Their Famity
Careqgivers

5201,759.00

Start Date

09/30/2011

7/30/2010

10/01/2010

03/31/2010

08/30/2011

End Date

09/29/2012

06/30/2011

09/30/2011

03/30/2012

08/29/2012

Hew ifi i

Grant Modified By Modified
Yes Floyd Jones 07/28/2011
Yes Floyd Jones 06/21/2011
Mo Helen Tack 06/20/2011
‘Yas Floyd Jones 07/21/2011
Yes Floyd Jones 07/28/2011

Conduct a basic or advanced search to locate the grant for which you need to upload the award or

other grant documentation.

Once you locate the grant, click the Add Award function link. The Grant and Award Documents

Tab/Details Page displays.
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Editing Grant: Lifespan Respite are Program-Expansion Submit |
Grant | Grant Awards | Grant and Award Documents | Grant History | Sub Component
- |
IChuuse Selection 'I
Cha ning:
’ E
Description
LI *
Previous Tab | Next Tab |

4) Click the Browse button by the File field and navigate to the document that needs to be uploaded
to the system using the Chose File dialog box. Once the file has been selected, click the Open
button in the dialog box. The directory path and name of the file displays in the File field. This
field is required.

5) Enter a brief title for the document in the Title field. This field is required.
6) Select either Grant Document or Grant Award Document from the drop-down list.

7) Enter a detailed description of the document to be uploaded in the Description field. This field is
required.

8) Click the Upload File button. The document now displays in the Attached File field at the bottom
of the page. To view the document, click the title link for the document.

Editing Grant: Lifespan Respite are Program-Expansion Check In | Submit
Grant | Grant Awards | Grant and Award Documents || Grant History | Sub Component
I e S
ILifespan Respite are Program-Expansion
Grant Document >
Characters remaining
Document for this grant ;l
LI =
=
C A, Lifespsn Respite s Frogram-Expsnsion  Document for this grant.  Grant Document  File Type: PDF  File Size: 5325 Delete
it
Previous Tab | Next Tab |

9) To delete a previously uploaded document, click the Delete button next to the document in the
Attached File field, then click the OK button in the confirmation dialog box that displays.

7.3 Add Award Data to Grant

In addition to uploading the grant award document, you can enter the grant award data so this it is
available for viewing and reporting in the system.

1) Select Grants from the navigation menu and select Grants List from the sub-navigation menu or
click the View Current New Grants link on the Grant Management Page. The Grants List Page
displays.
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Type search details here [ Advanced Search | E

Search Results for Grants

L
IS
u1
o
i
[

2 5

B

Start Date %‘t Modified By Modified

A | Grant Title A ‘ Fed Amt Reaq.

End Date ‘

Accelerating Integrated,
Evidence_based and
Sustainable Service
Rgfﬂ;fiegfg a4 | Gyctems for Older £1,200,173.00 09/30/2011 | 09/28/2012 Yes  Floyd Jones 07/28/2011
Adults, Individuals with
Disahilities and Family
Careqivers (Part A)

Division of Aging and ACA-Medicare

Aduft Services Ben_eﬁcianr Quireach & $529,578.00 07/30/2010  06/30/2011 Yes Floyd Jones 06/21/2011
Assistance
- . Alzeheimer's
Division of Aging and  poronctation Grant- $500,000.00  10/01/2010 | 09/30/2011 Mo Helen Tack 06/20/2011
Aduft Services REACH IT

Division of Aging and ARRA Chronic Disease

Adult Servicas Ssulfg-rrv'!;:]:agement $1,006,573.00 03/31/2010  03/30/2012 Yes Floyd Jones 07/21/2011

Creating Dementia

Capable,Sustainable

Division of Aging and  Service Systems for

s e $201,750.00 | 09/30/2011 | 09/29/2012 Yes  Floyd Janes 07/28/2011
and Their Famity
Caregivers

2) Conduct a basic or advanced search to locate the grant for which you need to enter the grant
award data.

3) Once you locate the grant, click the Edit function link. The Grant Tab/Details Page displays.

Editing Grant: Lifespan Respite are Program-Expansion Check In | Submit |

Grant | Grant Awards || Grant and Award Documents | Grant History | Sub Component

|L\fespan Respite are Program-Expansion = Save
New
m [Choose Selection == .
eset

Type the Federal Indentification here lm * CFDA |93-U72 =l Renew
IW ) IU— IU— Cofnl;t;nent
e e e

Wl— [ Project Grant == No -

|Chuuse Selection ﬂ

Contact Name IAI\cia Blather * 9197338395 ©

PreviousTabl Next Tab |

4) Click the Grant Awards tab. The Grant Awards Tab/Details Page displays.
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Editing Grant: Lifespan Respite are Program-Expansion Check In | Subrmit |

Grant || Grant Awards || Grant and Award Documents | Grant History || Sub Component

EREERTLEEY Type the Award Number here * EUCIERGTENN | Type the Award Title here Save New
Update
Award Amount gl Award Date T~ AT [Choose Selection vl Final Award IChUUSE Selection x

Award Notes HCOB (OSBM)ID
H

Reset

Page 1 of 0 (0 tems)
Drag a columnn header here to group by that column

Award Number Award Title Award Amount Award Date | Modified By Modified

30.00
Page 1 of 0 (0 tems)

Previous Tab | MNext Tab |

5) Enter information about the grant award in the following fields. Fields marked with an asterisk
(*) require data entry before the record can be saved.

a)
b)
c)
d)
e)

f)

9)
h)

Award Number* — Enter the number assigned by the federal agency to the grant award.
Award Title* — Enter the title of the grant award.

Award Amount* — Enter the amount of the grant award.

Award Date* — Enter or select the date the grant was awarded.

Partial Award* — Select either Yes or No from the drop-down list to indicate whether the
grant award is a portion of the total grant amount to be awarded to the division.

Final Award* — Select either Yes or No from the drop-down list to indicate whether the
grant award is the last award the division will receive for the current grant.

Award Notes — Enter notes about the grant award.
NCOB (OSBM) ID — Enter the NCOB ID assigned by OSBM for the grant award.

6) Click the Save New button. The saved grant award record displays in the sub-list at the bottom of
the page.

To edit a previously entered grant award, click the Edit link in the function column for the grant
award in the sub-list at the bottom of the page. Once you have made your modifications, click the
Update button to save your changes.

7.4

Renew a Grant

1) Select Grants from the navigation menu and select Grants List from the sub-navigation menu or
click the View Current New Grants link on the Grant Management Page. The Grants List Page
displays.
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Type search details here [ Advanced Search |
Search Results for Grants
Page 1 of 25 (246 items) ] 2 32 45 6 2 .. 23 24 253
D';g neader here To group D
Locked . N o 2w d e odified By odified
By v | Division Grant Tit] AmtReq. |StartDate |EndDate |Got M B M
Accelerating Integrated,
Evidence_based and
. Sustainable Service
Rgfﬂ;fiegfg a4 | Gyctems for Older £1,200,173.00 09/30/2011 | 09/28/2012 Yes  Floyd Jones 07/28/2011
Adults, Individuals with
Disahilities and Family
Careqivers (Part A)
- ACA-Medicare
Division of AQNG N3 ke Outreach & $520,578.00 07/30/2010  06/30/2011 Yes  Floyd Jones 06/21/2011
Adult Services !
Assistance
- . Alzeheimer's
Division of AQNG and b onetation Grant- £500,000.00  10/01/2010  09/30/2011 Mo Helen Tack 06/20/2011
Aduft Services
REACH IT
e . ARRA Chronic Disease
Division of AGing and | ¢ yyananement £1,006,573.00 03/31/2010  03/30/2012 Yes  Floyd Jones 07212011
Adult Services p
rogram
Creating Dementiz
Capable,Sustainable
Division of Aging and  Service Systems for
s e $201,759.00 09/30/2011 09292012 Yes  Floyd Jones 07/28/2011
and Their Famity
Caregivers

2) Conduct a basic or advanced search to locate the grant to be renewed.

3) Once you locate the grant, click the View function link. The Grant Tab/Details Page displays.

Viewing Grant: ACA-Medicare Beneficiary Outreach & Assistance

Grant | Grant Awards | Grant and Award Documents | Grant History | Sub Component

CheckOutl Submit |

IACA—Medicare Beneficiary Outreach & Assistance
m |Choose Selection ==
Type the Federal Indentification here IChccse Selection 7] *
Fede mount % State Match
e |2
lu— Program Match l—
Amount Amount

[o7730:2010 A = [o673072011 3 =
CRIS ID

IChoose Selection ﬂ

‘Contact Name IGary Cyrus :

-~

j ( Renew

Local Match IU—
Amount
Carry Forward l—
Amount

‘Contact *

T

Component

PrewuusTabl MNext Tab |

4) Click the Renew button. The system creates a new grant record with the same Grant Title, CFDA,
Is New, Grant Type, R and D, Contact Name and Contact Number data that were entered for the

original grant record.
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Editing Grant: ACA-Medicare Beneficiary Outreach & Assistance Check In Submit |

Grant | Grant Awards || Grant and Award Documents | Grant History || Sub Component

|ACA-Med|:are Beneficiary Outreach & Assistance * Save

. Mew

m |Chnnse Selection j —
Reset

T pe the Federal Indentification here Choose Selection vI = m|93_071 j Renew

Federal Amount li State Match I— Local Match IU— Sub

Requested Amount Amount Componem

Other Match l— Program Match I— Carry Forward l—

Amount Amount Amount

|Choose Selection j

Contact Name | [EEIREOTUI - 919734009~

Pre\nousTabl MNext Tab |

5) Enter the rest of the data for the renewed grant on the Grant Tab/Details Page as you did for the
main grant.

6) Click the Save button to save the renewed grant record.

7.5 View Grant History

If a grant has been renewed in the system, you can view the history for the grant from either the original
or renewed grant record.

1) Select Grants from the navigation menu and select Grants List from the sub-navigation menu or
click the View Current New Grants link on the Grant Management Page. The Grants List Page
displays.

Type search details here [ Advanced _ Search | j

Search Results for Grants

Page 1 of 25 (246 items) [11 2 2 4 5 6 Z .. 23 24 25 [3]

Drag a column header here to group by that column
Locked o by a i 4 | Fed eq d L dified By dified
By 7 | Division Grant Title Fed Amt Reqg. Start Date | End Date Grant Modified B Modifi

Accelerating Integrated,
E\'idenceb_lbased and
o . Sustainable Service
Rﬁfﬂfﬁ.ﬁf?g and | g srame for Older £1,208,173.00  09/30/2011 | 09/23/2012 Yes  Floyd Jones 07/28/2011
Adults, Individuals with
Disabilities and Family
Careqivers (Part A)

Division of Aging and ACA-Medicare

Adutt Services Een_eﬁmar\,r Qutreach & $529,578.00 07/30/2010 06/30/2011 Yes Floyd Jones 06/21/2011
Assistance
e . Alzeheimer's
Division of AQng and  pononctration Grant- £500,000.00 | 10/01/2010  09/30/2011 Mo Helen Tack 06/20/2011
Adult Services
REACH II
v . ARRA Chronic Disease
R’éﬁ;@'g;ﬁl’égfg and Self-Manzgement $1,006,573.00 03/31/2010  03/30/2012 Yes  Floyd Jones 07/21/2011

Program

Creating Dementia
Capable,Sustainable
Division of Agingand  Service Systems for
Adult Services Persons with Dementia
and Their Famity
Caregivers

$201,759.00  09/30/2011 | 08/29/2012 Yes Floyd Jones 07/28/2011

2) Conduct a basic or advanced search to locate the grant for which you wish to view the history.
3) Once you locate the grant, click the View function link. The Grant Tab/Details Page displays.
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Viewing Grant: ACA-Medicare Beneficiary Qutreach & Assistance Sibmit

Grant || Grant Awards | Grant and Award Documents || Grant Histery | Sub Component |

IACA-Medicare Beneficiary Cutreach & Assistance * Save
MNew
W [Choose Selection 5 _—
Reset
Type the Federal Indentification here ICIwuse Selection 'l * |93-UT1 ﬂ Renew
Federal Amount] lﬂi ® State Match IU— Local Match IU— Sub
Requested Amount Amount Component
Other IU— Program Match I— ‘Carry Forwal I—
Amount Amount Amount
E ’ E ’ m YES _
|Choose Selection ﬂ
Contact
Contact Name IGary Cyrus " |919734UUB "

Previous Tab | Next Tab |

4) Click the Grant History tab. The Grant History Tab/List Page displays and lists the original
grant and any subsequent renewed grant records.

Viewing Grant: ACA-Medicare Beneficiary Outreach & Assistance Submit

Grant | Grant Awards || Grant and Award Documents ‘l Grant History “ Sub Component |

Page 1 of 1 (2 items) [1]
Dra

Grant Title 4 | Fed Amt Req. Start Date | End Date New Grant Modified By Modified

ACA-Medicare

Beneficiary 12 — .
Outreach & $328,578.00 | 07/30/2010  06/30/2011 Yes Floyd Jones 06/21/2011

Assistance

ACA-Medicare

‘éigfj;g‘f& $0.00 Yes Joyce Young 09/02/2011
Assistance

$529,578.00

Page 1 of 1 (2 items) [1]

Previous Tab Next Tab
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APPENDIX A. ABBREVIATIONS AND

ACRONYMS

Abbreviation / Acronym

Definition

BPS Budget Preparation System

CDb Contracts Database

CFDA Catalog of of Federal Domestic Assistance
CRIS Community Resource Information System
DHHS Department of Health and Human Services
DIRM Division of Information Resource Management
EIN Employer Identification Number

FRC Federal Reimbursement Code

HIPAA Health Insurance Portability and Accountability Act of 1996
IMOA Intra-departmental Memorandum of Agreement
IPS Interactive Purchasing System

MOA Memorandum of Agreement

MOE Maintenance of Effort

MS Microsoft

NCAS North Carolina Accounting System

NCID North Carolina Identity

OPCS Office of Procurement and Contract Services
PMD Program Management Database

PO Purchase Order

RCC Responsibility Cost Center

RFA Request for Application

RFP Request for Proposal

RFQ Request for Quote

SMS Subrecipient Monitoring

SSN Social Security Number

***End of Document***
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